














Work Simplification Movies 
Coding All Paperwork « Indexing Subject Files 
Office Drudgery: Fact or Fancy? 





There should be at least 


one in every office! 
Typing shortcuts — 


time and trouble savers! . 


This handy, pocket-size 24-page brochure is 
packed with practical suggestions, typing 
methods, tips and shortcuts. Whether you're 
an expert typist or a beginner, you'll find it 
mighty useful. Clip this to your letterhead 
giving the number of copies you can use and 
send to Smith-Corona Dealer or Branch Office 
(See your Classified Directory). 


Offered you without cost 
or obligation 


by the makers of the — 


Smith- 
Corona 


OFFICE TYPEWRITER 


The new Smith-Corona is tomor- 
row’s typewriter here today, For 
example, see Page Gage demon- 
strated. This amazing feature 
takes the guesswork out of page- 
end typing. 


e 


LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1NY 


Canadian factory and offices, Toronto, Ontario. Makers 
also of famous Smith-Corona Portable Typewriters, Add- 
ing Machines, Vivid Duplicators, Ribbons and Carbons. 
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So You Buy a 
Duplicator—Then What? 


. . Good equipment alone does not make for modern 
office mechanization. 


Business organizations buy duplicators to make copies 
—to save time and to save money. But suppose inept 
operation takes extra work-hours that increase cost. 
Suppose supplies are wasted. And suppose the copies 
are second-rate. These things can happen—needlessly. 


. . .-What management needs to know 


The worth-while savings that are pos- 
sible with a modern duplicator hinge 
on people and time. In short, the sav- 
ings depend on proper instruction. As 
with any equipment, maximum sav- 
ings come when the machine is used 
up to its maximum efficiency. 


That brings into sharp focus the re- 
sponsibility of the salesman who sells 
you the duplicator. 

To be of real value the salesman 
must be able and willing to instruct 
your people in the new techniques of 
MODERN duplicating ... and keep 
right on with that instruction as new 
developments come along. 

That kind of instruction “comes 
with the machine” when you buy an 


yin 


CRORE BIE. 


A. B. Dick mimeograph or spirit du- 
plicator. It is the day-in and day-out 
work of the A. B. Dick Company dis- 
tributor salesman. He has practical 
knowledge of what the equipment can 
do and how the work is done. It is the 

ractical knowledge that comes from 


first-hand experience with actual 
applications. 


And éo here is a suggestion. If you 
are not enjoying the worth-while 
savings possible with MODERN du- 
plicating, call your A. B. Dick dis- 
tributor. You'll find him listed under 
Duplicating Machines in the classified 
section of your phone book. A. B. Dick 
mimeograph products are for use with 
all makes of suitable stencil duplicat- 
ing products. 


AB DICK 


THE FIRST NAME IN DUPLICATING 


A. 8. DICK COMPANY, 5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 
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We tried to swivel it to death! 


Sturgis engineers developed a nylon thrust bearing 

and then promptly tried to swivel it to death. But it wouldn't 
even say uncle. After being subjected to 

1,555,200 swivel turns under a 248-Ilb. load it emerged 


essentially unscathed. Two different conventional 








metal bearings were given simultaneous 

tests and disintegrated after 303,840 and 381,600 turns. 
Naturally the nylon bearing is now stan- 

dard on all Sturgis swivel chairs. Because, 

remember, no part of a swivel chair takes so 


much abuse as the thrust bearing. 


You can’t see all 

the quality that's 
engineered into 
Sturgis chairs. 

















| anne eS 


Sturgis chairs are en- 
gineered for keeps. 
You can’t see all the quality 
engineered into a Sturgis 
chair but it’s there in full 
measure. 
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~DoYOU JU personally 


influence the pu purchase of paper? 


Then you'll want to know this! 
Do you specify your paper by brand- 
name... or merely settle for “100% Rag” 
bannnes it implies prestige and pormanmnest 
But what about “look” and “feel”—they’re in- 
dispensable. And does the paper lie flat? ... 
easy to erase? These workaday qualities save you 
money over the year. ... Check for all qualities and 
you too will specify Rising as thousands of BGAARpusmeseeae 
others do. Enough so . . . that Rising produc- & " 
tion has increased 33'4% since 1948 . . . that’s the! 


is it 


equivalent of almost a billion letterheads! 


WRITE FOR YOUR COPY of “Fine 


ie 


Paper At Its Best and How It 
Gets That Way” 
axt 
ae 


For name of nearest 
Rising merchant, 
write or ‘phone 

RISING PAPER CO. 

Housatonic, Mass. 


“Take a good look ‘at the specific qualities of. . . 
100% RAG 


TEST AND COMPARE 


at our e se! 
THIS COUPON ENTITLES YOU TO 


25 STANDARD SIZE SHEETS OF RISING PAPER 
(for press run tests) 

“Present this coupon to your printer or paper merchant 

or moil directly to Rising Paper Comp 

Mass., with your letterhead. Offer limited to one set 

of ples to a cust 2 hapa iy cored 

teturn o report on your test run. 


AND REMEMBER .. . 











“Fine Paper At Its Best’ costs no more . . 


Rising 
Greater opacity than any other in its class 
. slight cockle finish, brilliant White . . 

for prestige or lasting permanence. 


G 
Rising 


Used by major insurance and financial insti- 
tutions for permanent records . . . uniform 
thickness and finish, plus absolute flatness for 
perfect machine feeding. 

. so why not have the best! 


*. 





Publishing Firm Builds Its Own 
Office Posting Machines 


WILLIAM HURD HILLYER 


I at any time we encounter a star 

that thinks it isn’t fixed, we'll fix 

it!” declared the playful prospectus 
of a 19th century space voyage. This 
spirit seemingly governs Dow Jones & 
Co., publishers of the Wall Street Jour- 
nal and Barron’s Weekly. No suitable 
machine for their unusual cireulation 
accounting requirements being available, 
they proceeded to design and build a 
novel and wholly satisfactory multi- 
posting mechanism. Seeking the story 
behind this development, we moved in 
the customary manner by inquiring for 
“public relations,” only to find that Dow 
Jones has no such department.  Busi- 
ness manager J. J. Ackell explained 
that “human” relations the guiding 
principle of his firm’s policy. 

“Dow Jones of individuals 


Is 


CONSISTS 


dealing with individuals,” he told this 
writer. “Our operating aim is to in 
crease efliciency, not by taking em- 
ployees off the payroll but by taking 
them off their feet. We feel that by 
making their occupations sedentary and 
therefore more comfortable, we not only 
increase their productive capacity but 
promote good will, which is the blood- 
stream of any organization. We'd 
rather hire people than fire them be- 
cause, When we need more help, that’s 
a sign our circulation is growing. When 
we do hire people we like to see them 
become productive and it’s our experi- 
ence that this will happen far sooner 
if the emphasis on the itself 
rather than on mechanical manner 
method. 

“We try,” he continued, 


job 
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ORDER WITHOUT INVOICE OR CORRESPONDENCE 


Name MAS Ceace Hy Le fer SA 





Address 0. Geox 30, Gprace@me S¢. S7a- 


ann iiiitee. Veta ae ot b SEES. ete 


Check drawn on MAN ¥ Fas Iau s TRusT Ge: 


Amount_75:00 __ Expiration. (A-/F- FA 


Indicate also, any marking which caused 
check to be applied to above account. 
1 wOO3 


1wOO2 $20.00 
PROO#” $20.00 
1wOOO $20,00 


$15.00 12-19-52 


12-18-52 
12-18-52 
12-19-52 


12-15-53 

12=15=53 
12=15=53 
12=15=53 











Fig. 2 is above. Figs. 3 and 4 are on the page opposite. 


excessive mechanization which, as every- 
body knows, makes machines of the 
employees themselves. With this in 
mind we devised our multiposter, not 
to make posting operations mechanical 
but to render them less tiresome, less 
repetitious and above all, less open to 
error. Nothing so depletes employee 
morale as tracking down and rectifying 
mistakes.” 

Mr. Ackell’s problem was_ peculiar 
because Dow Jones & Co. conducts a 
business unique in the newspaper field. 
The Wall Street Journal is a national 
daily in a real sense and a paper that 
enjoys a basically retail distribution. 
Nearly all its circulation is by direct 
sales, rather than through news agencies 
and news dealers. “Our subseriber is 
our customer,” is the way Mr. Ackell 
phrases it. An additional factor is the 
simultaneous printing of four editions 
covering coast-to-coast regionage. 

These unusual features call for in- 
genious treatment. Investigation, Mr. 
Ackell tells us, was not confined to 
what other publishers do, nor even to 
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the publishing field, but extended to 
other businesses facing analogous tasks. 
However, explorations were not fruit- 
ful, so a new method was. developed 
in virtually new dimensions. 

The Wall Street Journal’s business, 
circulationwise, can best be deseribed 
by borrowing from the Street’s own 
vocabulary. Subscriptions to that pa- 
per, as well as to Barron’s, are “sold 
short”—at fixed prices for fixed terms, 
paid for future delivery. It is there- 
fore essential that these commitments 
to some 300,000 Wall Street Journal- 
Barron’s Weekly customers be unfail- 
ingly carried out and that the account- 
ing be sufficiently accurate to reveal 
precisely at any time the “short posi- 
tion” of the seller, Dow Jones & Co. 

Tedious effort and risk of error would 
be great if the operators had to set 
up time after time so vast a number 
of predetermined amounts (such as $20 
for one Wall Street Journal year). 
The situation calls for a “preset post- 
ing machine incorporating a controllable 
numbering machine,” to use Mr. Ackell’s 





Invincible Modernaire is the 
desk to buy for greatest value 


Note the recessed back panel on Model 7236-AB. 
Allows comfortable knee space for person sit- 
ting on opposite side of desk. 


T’S good business to use Invincible 

Modernaire desks, For instance, the 
unique design of model 7236-AB combines 
the utility of a desk with the usefulness of 
a conference table. More, Invincible’s 
unique reinforcing assures maximum 
strength, rigidity and freedom from trouble. 

Don’t be satistied with ordinary desks. 
Invincible gives you better construction, 
longer life — greater utility. 


10 


Desk doubles as conference table. Top overhangs 
on sides and back. Provides comfort and conven- 
ience for all people sitting at desk. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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own description—a mechanism that per- 
mits multiposting of constant or vari- 
able numbers to forms of various di- 
mensions. 

Under Mr. Ackell’s guidance, Dow 
Jones’ engineering department designed 
the machine and that firm’s machine 
shop built it. The resultant mechan- 
ism is an evolved form of the Dow 
Jones news ticker. For the present, at 
least, the multiposter is a Wall Street 
Journal “exclusive.” Mr. Ackell says 
that the question of making it available 
elsewhere has not yet been determined. 
Multiposters are built into steel desks 
at which the posting clerks sit comfort- 
ably with their work and controls at 
their fingertips. Since the Dow Jones 
circulation accounting is centered at the 
company’s main office, 44 Broad St., 
New York, it was there that we fo- 
cussed our attention. 

A typical operation begins with the 
subscription itself which may come. ip 
result of direct mail or ageney 
solicitation or otherwise and may be 


as a 


in the form of a letter, telephone mes- 
sage or, less frequently, a personal visit 


by the subscriber. In our specimen 
case Mrs. Grace S. R. Hillyer of Man- 
hattan telephoned the Wall Street Jour- 
val three days before our visit, re- 


The posting ma- 
chines in use in the 
New York office of 
Dow Jones & Co. 
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questing that the Eastern, Midwest and 
Southwest editions plus Barron’s Weekly 
be sent to her on a yearly subscription 
basis. Records for these three regional 
dailies and the weekly magazine are 
kept at the main office. The Midwest 
and Southwest editions are printed re- 
spectively in Chicago and Dallas. The 
Pacific Coast edition, printed = and 
record-kept in San Francisco, is geo- 
graphically outside of our story. 

In the course of her telephone mes- 
sage, Mrs. Hillyer stated she was mail- 
ing her check for $75, covering the three 
Wall Street Journal editions at $20 
each and Barron’s at $15. Following 
established Dow-Jones policy, service 
began at once (December 15, 1952) on 
all four items without waiting for her 
check. Mrs. Hillyer’s name, address 
and instructions were manually noted as 
a zero amount memorandum which is 
immediately put into work. 

As the first step in servicing the sub- 
scription a Speedaumat addressing plate 
was cut and verified. This plate is es- 
sential for circulation fulfillment as well 
as for writing and revising the billing 
and ledger ecards. The last named also 
do duty as geographic subscription ree- 
ords. These 5” x 5” two-faced cards 
provide space for (a) as many as 12 





The control panel of Dow Jones’ posting machine. 


changes of address; 


(b) separate no- 
tation in the case of an _ individual 
subseription billed to a firm; (¢) record 
of the original subscription plus nine 
renewals, 

The billing cards are primarily con- 
cerned with time, the ledger cards with 
place. There is a billing and ledger 
eard for each Wall Street Journal edi- 
tion and for Barron’s (Fig. 1), the 
respective pairs being distinguished by 
color: canary for the eastern edition, 
pink for the midwest, green for the 
southwest and white for Barron’s. 

In our example the plate-imprinted 
ecards, accompanied by phoned-in 
memo, were sent to the posting clerks 
who operate Dow-Jones’ multiposters. 
Lacking Mrs. Hillyer’s cheek for the 


12 


time being, the multiposter cuts a cor- 
ner from the card so as to be sure 
that the next posting will automatically 
be positioned on the right line. As a 
simultaneous operation that machine 
prints serial number, amount received 
(in this case $00.00) entry date and 
expiration date on each of the eight 
eards in turn. 

By December 18, the day of our 
visit, the check has arrived and the 
cards—reassembled from files which we'll 
examine shortly—are again brought to 
the posting clerks, this time accom- 
panied by the check and a manually 
filled in Order Without Invoice or Cor- 
respondence (Fig. 2) which carries a 
description of the check in addition 

(Continued on page 147) 
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Keep 
SKILLED HANDS 


on their 


proper jobs 


Assemble catalogs...bulletins...manuals, etc. 
AUTOMATICALLY with the new , 


macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on 

their proper jobs—liet the 

Macey Collator do your 

gathering and assembling 

chores. One semiskilled 

Operator can set up a job in 

15 minutes, then gather up to 

24,000 sheets per hour. Time, 

man-hours and money saved. 

(The Macey pays for itself very 

quickly.) We welcome a 

chance to demonstrate just what 

this machine will do for you. Harris-Seybold Co., Dept. B 

Cleveland 5, Ohio 

distributed by Please send me details of the Macey 


WARRIS-SEYBOLD CO. | nae 


Special Froducs Division Firm__ 


Cleveland 5, Ohio «+ Since 1896 Address 
FINE GRAPHIC ARTS EQUIPMENT FOR EVERYBODY'S PROFIT 
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Office Drudgery: Fact or Fancy? 


J. GEORGE FREDERICK 


WO often repeated phrases, I feel 

sure are “household drudgery” and 

“office drudgery” and I believe that 
women are mostly responsible for both of 
them, as a result of a curious psychologi 
val paradox. Those who are unmarried, 
working in offices, have often no perma- 
nent interest in office work and dream 
of being released from its “drudgery” 
into marriage. Conversely, women who 
are married and not romantically happy, 
or else restlessly ambitious, dream of 
being released from “household drudg- 
ery.” Into what? Probably Hollyv-ood, 
the opera or some other vague or plushy 
Valhalla! 

Obviously there is something wrong 
here—-an emotional maladjustment to 


14 


one’s work. Such people (as I have 
seen proved in actual life) find any task, 
of whatever nature, “boring” or 
“drudgery,” no matter how often they 
change it. Some wake up suddenly from 
this state of mind and develop a lively 
interest, sometimes a very intense in- 
terest, because they have made new ad- 
justments of mind and emotion, and 
feel they are now moving toward some 
desirable goal. Naturally, going around 
in circles must seem drudgery to any- 
body. An intelligent human would stop 
voing around in circles and move in a 
more straight line toward a wanted 
objective. Anything can justly be called 
a drudgifying rat race or treadmill if 
it is operated mindlessly or mechani- 
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~ SUBTRACT 
ADD 


CALCULATOR 


It's all a matter of facts 

and figures. Plus Calculators 

subtract from your overhead 
because they 


For performance, durability and 
economy modern business establishments 
are changing to 


Service immediately available — seldom required. 


CGI comPurTine MACHINES: 


5 BEEKMAN STREET - NEW YORK 38 





Le Febure 


COMPLETE POSTING UNIT! 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 
plates made to 
fit sheet size 
ot no. extra 
charge! 


saves space! 
speeds paper handling! 


Seve 5 to 15 minutes every 
hour during machine posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything ot hand . . . uninterrupted 
work. Spoce saved — time saved. Let 
our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


CORPORATION 
CEDAR RAPIDS, IOWA 


The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stonds 


he &@ 





cally with no interest, plan, hope, am- 
bition or purpose. 

Executives well know this drudge- 
crying type of office worker. They have 
been increasing in recent years as they 
have also in the fields of nursing and 
school-teaching, (in both of which there 
are huge shortages). Said an office man- 
ager to me recently, with a puzzled air, 
“T can’t understand these young cuties 
nowadays. We’re offering twice as much 
money as ever before, rest periods, five- 
day week, lovelier offices, air condition- 
ing, shorter hours, hospitalization and 
generous vacation—and still they claim 
they want to ‘get away from office 
drudgery!’ And, don’t fool yourself, a 
lot of them aren’t just thinking of mar- 
riage, either. They often want to be 
models or actresses—something glamor- 
ous.” Do they know there are over 1500 
girls trying to be models in New York, 
nearly all of them out of work most of 
the time, and even when at work making 
only an average of $40 a week out of 
which they must dress glamorously? Do 
they know the real drudgery of the 
average modeling job? Do they know 
that Hollywood and New York together, 
at any given moment, have about 800 
employed actresses and actors and about 
12,000 unemployed ones? The cuties 
who dream of a no-drudgery life ought 
to talk to Helen Hayes or somebody to 
learn the drudgery even in acting. I’ve 
heard some movie actresses admit that 
the drudgery of endlessly repeating 
scenes and lines under hot lights is worse 
than any drudgery they’ve ever ex- 
perienced. 

Why then this widespread assumption 
that office work is drudgery? Usually 
you get the answer, “the constant repeti- 
tive tasks.” But surely anybody who 
knows life knows that no type of work 
is without a considerable amount of 
repetitive or routine labor. Jascha 
Heifetz must practice many hours every 
day—repetitively, of course—even at 
the height of his musical career. Booth 
Tarkington once exclaimed that no labor 
was so drudgifying as that of a writer, 
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Fedders says: 


"OUR BUSINESS 
MACHINE HELPS 
PEOPLE THINK!” 


OU can think better and concen- 

trate easier with a Fedders Room 
Air Conditioner in your office. This com- 
pact business machine takes hot, muggy 
air... wrings out the excess moisture, 
catches dust and soot, and lowers the 
temperature to sparkling coolness! And 
Fedders amazing new Built-In Weather 


the amount of cooling .. . lets you venti- 
late an office, or exhaust smoky air any 
time, all year ’round. Fedders gives you 
the weather you want with the flick of a 
button! A Fedders unit keeps your office 
clean because extra large filters catch dust, 
dirt and pollen. Helps relieve miseries of 
hay fever. Shuts out street noises, too! 


Bureau (shown below) lets you control 


FEDDERS fine Console Models in 34, 1 
and 11% ton capacity models. In lustrous 
mahogany or genuine avodire blonde. 





ai: 


SEE the great 1953 Fedders units 
in action now! Try the Built-In 
Weather Bureau. Fedders 14, 4, % 
and 1-ton capacity window models 
in new Breeze Green or Ivory. 


MAIL COUPON TODAY! 


FEDDERS-QUIGAN CORP., Dept. 0-2, Buffalo 7, N. Y. 
0 Please send me a free 20-page booklet on Fedders Room 
Air Conditioners. 


OO I want to see a Fedders Office Air Conditioning 
Specialist. 


FEDDERS |: «- 


Address 
A great name in COMFORT 
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Engineer Your Paperwork 
with a BRUNING COPYFLEX 


SAVE TIME, 
AVOID ERRORS, 
CuT COSTS 
IN HANDLING... 


BILLING 

ACCOUNTING 
PURCHASING 

TAX RETURNS 

BACK ORDERING 
STATISTICS 
PRODUCTION CONTROL 
FINANCIAL REPORTS 
CUMULATIVE RECORDS 
INVENTORY CONTROL 
GENERAL OFFICE COPYING 


Bruning 
COPYFLEX 
Model 14 


Copy any office form th seconde 


This Desk-side Copyflex machine gives you 
an errorproof, black-on-white diazotype 
copy —in seconds—of any office form 
from a large accounting worksheet to an 
invoice or small memo. It copies anything 
typed, written, printed or drawn on ordi- 
nary translucent paper or with Bruning re- 
flex film on opaque paper. 


The cost averages less than 2¢ per sq. ft. 
for all expenses. No skilled operator is re- 
quired; only a 5-minute explanation is 
needed. No exhaust ducts, stencils, messy 
inks, plumbing or darkrooms are necessary. 


Modernize . . . economize the Copyflex 
way. For free booklet and information on 
how to “engineer” your paper work, write 
Charles Bruning Company, Inc., Dept. L33, 
Teterboro, New Jersey. C+3+4A 


18 


TYPICAL BENEFITS FROM 
COPYFLEX ENGINEERED PAPERWORK 
*MAJOR RAILROAD: Copyfiex saves $78,400 a 
year on one billing operation alone in just one 

Office. 

*TOY DISTRIBUTOR: Now gets invoices out in 
time, thanks to Copyfiex; is doing it with just half 
as many people. 

*INSURANCE COMPANY: Saves $100,000 yearly 
in processing applications with Copyfiex. 
*BANK: Since installing Copyfiex, costs in the 
Pension Trust Department have dropped more 
than $10,000 a year. *Name on request 


ULI ED 


Specialists in copying since 1897 
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and that more than once he worked for 
hours in a windowless room, or bath- 
room, to compel himself to concentrate. 

The worker on a factory assembly 
line, whose one and only task is to serew 
tight two particular nuts on the machine 
as each unit goes by, is popularly sup- 
posed to be tops among repetitive 
workers. Orators have wept over him. 
But when the worker himself is asked 
he’s always likely to say, no, it isn’t 
drudgery, because he hopes soon to be 
moved on to other jobs; and anyhow it 
is good pay for short hours. As a mat- 
ter of fact, men rarely complain about 
drudgery. 

One of the greatest ironies of the 
“office drudge” accusation is that actu- 
ally thousands of women ex-office 
workers, now married, do part-time 
work at home, addressing envelopes for 
mailing firms at a per-thousand piece 
rate. Addressing envelopes is usually 
one precise thing picked upon in cleri- 
cal work as being proof of office 
drudgery. But the report to me from 
mailing firms is that the thousands of 
wives who do addressing at home are 
very glad to get this work and wish 
there was more. They do not suffer the 
drudge reaction now. Why? Obviously 
because they are emotionally better satis- 
fied and have a family purpose for the 
money they earn. 


I insist that the curse of the term 
“office drudgery” be removed as false 
and misleading. All labor for mere 
subsistance could be termed equally 
drudgery. Certainly office work today, 
better paid than any time in history, 
does not deserve this indignity. Not 
only is there more money in it, there 
is much less sheer physical labor. 
Bookkeepers don’t have to manipulate 
such heavy books; typists are getting 
electric typewriters; more work is auto- 
matic, even folding circulars and 


ing by inter-com systems. 
ing ceilings, air-conditioning, posture 
chairs and a host of other aids, are mak- 
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affix. | 
ing postage; while adding up figures is | 
done by adding machines, message carry- | 
Noise absorb- | 





(confidential, obsolete 
records, waste, newsprint, 
rolls, sheets, small pieces) 


PAPERS 
GO IN 


Out come unreadable shreds 
.»» VALUABLE packing material... 
without noise, dust or litter. 


SHREDMASTER shredding machines... 
e pay for themselves quickly 
e are completely safe 
e can be operated by anyone 
e require negligible maintenance 


Desk Model (shown above) 
e Designed for office environment 
e 9-inch cutting width 
e 44-inch shreds 


Table Model (all-purpose machine) 
e 14-inch cutting width 
e %«-inch shreds, or multiples thereof 


Heavy Duty Floor Model (production machine) 
e 21-inch cutting width 
e ‘«-inch shreds, or multiples thereof 


For Complete Information Ask for Circular #3 


THE SHREDMASTER CORPORATION 
Division of Self-Winding Clock Company 
203 Willoughby Avenue, Brooklyn 5, N. Y. 








Number of women Percent distribution 


Occupation group a Eee meaner Beene sane ————= 


| 
1940! | 1952 1940 1945 | 1947 | 1952 


All groups -. cad , 920, 000 §, 234, 000 100 


Clerical, kindred workers 2, 530, 000 5, 284, 000 
Operatives, kindred workers |} 2, 190, 000 3, 496, 000 | 
Private household workers , 100, 000 , 748, 000 
Professional, technical, kindred workers , 570, 000 , 026, 000 | 
Service workers (except private househoid) , 350, 000 , 134, 000 
Sales workers . . ‘ | 30, 000 , 416, 000 
Farmers, farm workers 590, 000 780, 000 
Managers, officials, proprietors (except farm) 50, 000 978, 000 
Craftsmen, foremen, kindred workers 110, 000 | 244, 000 | 
Laborers (except farm) ‘ r . a dani 100, 000 128, 000 


Employed women whose occupations were not reported (a small proportion) were apportioned ac- 
cording to the distribution of those whose occupations were reported. Source: U. S. Department of 
Commerce, Bureau of the Census. Figures for March or April. 


Occupational breakdown of employed women by the Dept. of Labor's Women's Bureau. 


ing offices often actually more luxurious modern bookkeeping machine. Well, 
than the homes the girls come from. I’ve employed servants in my suburban 

I hear from some young women that home who disdained the electric washing 
they have a distaste for operating ma- machine and ironer, and instead used a 
chines. “What am I but a slightly glori- washboard and a hand iron! But it’s 
fied factory operative?” said one to me. against the current of progress. The 
“T operate a machine, like they do, and new machines are brilliant and wonder- 
it’s hard work. I haven’t even got a ful, and certainly make for destruction 
union to negotiate for me.” This girl of most of so-called “office drudgery.” 
left her job rather than operate a There are also more opportunities 


SPEED + LOW COST = MONEY SAVED 


on 
COLLATING 
& 
PAPER HANDLING 











Use EVANS GATHERING RACKS 


at the time and cost in half—for sorting GUARANTEED to produce quicker 
and collating papers. One unskilled worker, and more accurate results than any 
sitting or standing, easily gathers 3,500 sheets 
an hour from the Evans Gathering Rack. 
i s coll se for i ° 

Of all aluminum, ory collapse tor. setting Pictured: |8-section TU Rack at 
aside. Each section holds 500 sheets of paper 
at inclined angle. Use racks singly, or two or $25.00. 7 other models, 
more end to end for large gatherings. priced $11.00 to $16.50 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


other collating aid on the market. 
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Tee PAPER you'll 
find most often in the 
filing cabinets, in the 
mails and on the desks 
of American business 
is famous Hammermill 
Bond. This hard-work- 
ing business paper pro- 
vides fine printing qual- 
ities, a smooth writing 
and typing surface, the 
ability to take neat 
erasures, good —- 
and modest cost. ou 
can obtain business 
printing on Hammer- 
mill papers wherever 
you see the shield of 
the Hammermill Guild 
of Printers on a print- 
er’s window. Let it be 
your guide to printing 
satisfaction. 
Send today for 
a free sample 
ey book. 


mameRinny 





Cw mmm ee mew we w eee ee eH ee ee wee 


Ww it on bond paper, put it on 
hen you put t on bo paper, p t Hammermill Paper Company, 
1463 East Lake Road, Erie 6, Pa. 


Please send me—FREE—the sample book of 
MM MW HAMMERMILL BOND. 
wh Nee WAM icc ietevies 


BOND Position iin bend aeaw eaewe ve " 
(Please attach to, or write on, your business 


letterhead. ) TO-MAR 
THE BEST KNOWN NAME IN PAPER 
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for change, for variety, for advancement 
in modern offices. Some office workers 
do not ask anything better from their 
office jobs than that their work be well- 
defined. They have the kind of tem- 
perament which thrives on routine work, 
and does not thrive on constantly chang- 
ing demands or difficult new problems 
to solve. These persons are more stable 
in temperament. 

Modern office management aims to 
adapt the work to human nature con- 
ditions and often rotates workers in 
jobs, for the specific purpose of provid- 
ing change and preventing staleness in 
a job. Modern executives teach their 
workers to become interested in other 
routines than their own, to try for pro- 
motion, to learn new techniques, to study 
new short cuts, to use their brains and 
make suggestions for improvements, to 
figure out new economies, to become 
acquainted with the office’s general ob- 
jectives and methods, and perhaps dis- 
cover some new line of work they like 





Cut Your Plate Costs! 


For Davidsons, Multiliths 
Make Your Own—10 Min.—Top Quality! 
with the 


AUTOMATIC 
TIMER 

MODEL! 

Save Time! Cut 
Costs! Better Plates! 
Try 10 Days FREE! 


No darkroom! 
Easy, foolproof 

5-minute 
development! "9 pe 
ANYbody can make top quality plates 
with our new Automatic SPEE-DEE 
Platemaker, using pre-sensitized plates, 
for less than 60c each! Try 10 days 
FREE, Write today! 

LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 

















better in other departments; also, of 
course, to participate amply in the social 
life of the office and make friends. The 
“boredom” often ascribed to the office 
work is really often boredom with self; 
a state of mind that is promptly reme- 
died when the worker establishes better 
relations with her fellow workers. True, 
it is sometimes the fault of management 
itself, which must bear the responsi- 
bility for providing opportunity for 
workers to ease the natural tensions or 
tiredness of routine work. But drud- 
gery? 

Throw out the term “office drud- 
gery” as a part of the old nineteenth 
century era, now thoroughly outdated. 
Today’s offices would certainly have 
seemed fairy-tale places to work, to the 
office women of the Nineties, whose 
greatest hope and dream was to be al- 
lowed in an office (it was a day of male 
secretaries and stenographers) even with 
its dull, uncomfortable, ugly appearance. 
This is another day, and drudgery is a 
ghost of the past. 


- tO} 


Moore KEY CONTROL 


* TRADE MARKS 


ww 


Key Cabinets, Filing Cabinet Trays, 
Desk Drawer Inserts, Key Panels 
for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, 
etc, 


For Information write: 


P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 
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Easy! Fold sample sheet. Measure 
the folds on metal rule. Then... 


Move indicator knobs to widths 
wanted... And it’s ready to go! 


2 
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The FH costs 
little more than a 
standard typewriter 


Now...a low-cost 
folding machine for EVERYBODY! 


This low-cost office folding machine, 
little larger than a typewriter and costing 
but little more, brings even the smallest 
office the speed, accuracy and economy of 
machine folding. 

Anyone in any office can easily operate 
this folder. It can be set for a job in about 
as little time as it takes to tune in your TV! 
Merely adjust two indicator knobs. With 
semi-automatic feed, and electrically driven, 
it is accurate and fast—can double-fold up 
to 5,000 pieces per hour. 


PITNEY- BOWES 
Folding Machines 


Made by Pitney-Bowes, Inc....originators 
of the postage meter. ..93 branch offices, 
with service in 199 cities in U.S. and Canada. 


Light and portable, it can be moved 
easily to wherever needed . . . requires 
minimum working area. 

It makes eight different basic folds, 
handling paper sizes from 3 by 3 up to 
8’ by 14 inches. Can single-fold or 
double-fold sheets when stapled together. 

Get an FH Folding Machine so that all 
such work can be turned out quickly. Call 
nearest PB office for demonstration — or 
send coupon for free illustrated booklet. 

PITNEY-Bowes, INC. 

3460 Pacific St., 

Stamford, Conn. 

Send free booklet on 

Folding Machine to: 

Name 
Pe ee 
Address____ 





Precision. 


That's what you get in PANAMA-BEAVER Carbon Papers 


Constantly precise as the most detailed operations in 
producing an airplane, are the manufacturing processes 


employed here to make PANAMA-BEAVER products 


infallibly ae bali dies 


Brilliantly conceived, meticulously planned, devel- 
oped into vital being for yeoman service in the most 
important of America’s offices and institutions — 
PANAMA-BEAVER Carbons and Ribbons can never suf- 
fer from the obvious faults of mass-production, never be 
other than head and shoulders above the commonplace. 





Nn f? 
PANAMA-BEAVER 
Yibbind lating 

MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y. 


Coast to Coast Distribution 


CARBON PAPERS HECTOGRAPH UNI-MASTERS INKED RIBBONS 














MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 


for protecting cash . . . extremely 
low priced. 

goss ES 

. a 

4 - 

\ oo ; 3 
, a al - _ 

MODEL 201A 
Upright Service Station Model 
Brand New ... has all the famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 

Protects both stock and money. 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as muney values. Han- 
dies cash. and charge sales, re- 
ceived on account and paid out 
transactions. 


R.C.Allen 


CASH REGISTERS 


designed to protect 





every business transaction in 





@ awe ‘hallo’ ° pee stores © clean- 
ers and dyers ® food stores ° liquor 
tores perenne valet ee °. 


16R.C.A coe aa 
— most in protection and ator: oy 


ae are famius for tn “1% adding: 
h: cw 


a ~ 
Spring is HERE! 
Be ready to get your share of Service Sta- 
tion and Garage cash register business... 
most popular models are illustrated. PLACE 
YOUR ORDER NOW! 


R.C.Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigen 





Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 
rely when selling the new R. C. 
Allen “Standard”, THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look at these PLUS features of 
the new R. C. Allen typewriter. 








MODEL 611 
(Six carriage 
widths available) 


Instant Sight-Set Margin 

The exclusive WONDER WIN- 
DOW lets you KNOW instantly 
that your margin is correctly set. 


Now is te time 
Now ia the time 


Now isthe time 
Now is the time 


ae 


Less Time — More Lines 


The R. C. Allen “Speed Lever” 


lets you set new line in a frac- 
tion of the time needed by other 
standard machines. 


Retyping Is Unnecessary 
“Error correction control” per- 
mits deletion of characters typed 
by mistake or insertion of 
omitted characters. 


- « « OTHER R. C. ALLEN FEATURES 


®@ Beautiful design 


@ Long life construction 


@ Automatic and manual ribbon reverse 


@ Ribbon feeds only when typing 


@ Tensionized card holder 
@ Individual “Key-Action” tuning 





Cleaning Problems Ended! 
There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Allen 
tibbons, type are fully exposed. 


Real Control Typing! 

The personalized key control 
lever lets you enjoy typing free- 
dom, You'll find the R. C. Allen 
touch-tailored for you. 


Perfect Type Alignment 
Your typing looks like fine print. 
ing on an R. C. Ailen. Type is 
automatically oligned by the 
newly-designed segment ring 


Less Effort — Less Fatigue 

There's no “reaching” for the 
properly positioned R. C. Allen 
carrioge. Poper handles easier, 
there's less eye-stroin. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Michigan 
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with SECURITY \. 


This year—with more and more CRESTLINE in- 
stallations going into America’s finest offices—you 
can plan your sales future with Security. 


As a Security dealer, you will find your sales efforts 
supported 12 months of the year. You will be 
backed up by a sales and advertising program that 
will do much to attract and to pre-sell your pros- 
pects on the best in office furniture—CREST- 
LINE. On the left you see the second Security 
ad—as it appeared in February publications. 


SECURITY STEEL EQUIPMENT CORPORATION 
AVENEL, NEW JERSEY 





A NEW, COMPLETE LINE 
of Fine Impressio 


QUALITY Papers to fit 
every business need 


In Wausau’s new IMPRESSION PAPER line there’s 
a “right kind” of paper for your special needs... 
whether you use stencil, lithograph or spirit process. 
Wausau Bond, Wausau Mimeo and Wausau Dupli- 
cator are watermarked —— each especially prepared 
for clean, sharp, easy-to-read impressions. Exact 
Artisans of Bond, Exact Mimeo and Exact Duplicator are 
Fine Papers _ full-bodied economy papers, unwatermarked, made 
rigid for high speed operation. 
The complete line is available nationally through 
authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 
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aad 
ut record your telephone calls 





Of course you want “carbon copies” of 
your important phone calls—just as you 
want carbons of your letters. Actually, it 
is the easiest thing in the world to do. 
Here’s how it works: 

Your Audograph is turned on through 
the day, ready to record dictation, instruc- 
tions, notes and ideas. An important call 
comes through. You just flip the switch 
on the control station. That’s all. 

Automatically, your Audograph - starts 
operating—recording both ends of the con- 
versation with radio clarity on a paper- 
thin plastic disc. 

Later, if you decide you want the record- 
ing filed, routed, or transcribed, you pick 


aUfOCKAPH 


The world's most versatile dictation instrument 
AUDOGRAPH* sales and service in 180 U. S. cities. See 
your Classified Telephone Directory under ‘‘Dictating 
Machines.’’ Canada: Northern Electric Co., Ltd. Abroad 
Westrex Corp. (Western Electric Co. export affiliate) ‘in 
35 vountries. Audograph is made by the Gray Manufac- 
turing Company — established 1891 — originators of the 
Telephone Pay Station. 


*TRADE MARK REG. U.S. PAT. OFF. 


up the Audograph microphone and add 
these instructions to the same disc. 

There’s never any doubt of what was 
said. You have positive confirmation of 
the facts, dates and figures. 

Audograph is the complete electronic 
soundwriter that revolutionized the indus- 
try. It is so convenient and versatile that 
new uses are still being discovered. You'll 
use it on trips or at home—even in your 
car. Wherever and whenever you work 
best, Audograph is ready to help you. 

In fact, once you’ve seen and tried the 
Audograph, you'll agree it is an essential 
executive tool for the efhcient 
tion of ideas, 


communica- 


The Gray Manufacturing Co. 
Hartford 1, Connecticut 
Please send me your illustrated 


“How to Talk Yourself out of 
Work.’’ 


Booklet R-3 
Time-Taking 


rine 
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Good Filing is Good Management 


ways to cut office costs 
by improved filing methods 


The right filing system 
speeds filing and finding 


Saves 25% or more on clerical time 
for operating your files. Saves exec- 
utive time that’s wasted in long waits 
for material from files. Saves costly 
filing errors. Let us help you choose 
the right system for each file, to-get 
both speed and accuracy. Get the 
facts on all methods of sorting, han- 
dling, cross-indexing, controlling 
and protecting your records. 


The right filing cabinet 
saves effort and motion 


Choose your files for labor-saving 
ease of operation, long-lasting effi- 
ciency, and maximum return per 
dollar. Also, choose for maximum 
return per sq. ft. of floor area—from 
our complete line of compact, space- 
saving, four and five-drawer file 
units; double-duty counter or desk 
file units; and the correct drawer 
size for each type of record to be filed. 


For all your filing needs: ONE SOURCE, 


The right filing service 
saves upsets in routines 


Let our file analysts give you an 
expert outside viewpoint on your fil- 
ing methods. Have each file analyzed 
for possible savings. Get help in 
classifying your records, installing 
new systems, training your file 
clerks, and standardizing your file 
procedures. Also, get regular main- 
tenance service to keep your file 
equipment operating efficiently. 








SEND FOR FREE MANUAL 


You’ll find useful ideas by the 
dozen in the new Remington Rand 
manual of practical filing pro- 
cedures. Just one idea may save 
you $100 to $1000. Coupon brings 
you this valuable 40-page booklet 
without obligation. 





























MANAGEMENT CONTROLS REFERENCE LIBRARY 
Room 1752, 315 Fourth Ave., New York 10 
Please send me your filing manual LBV-396. 


Name 1g) 


Firm 
Address 


) Se 


ONE RESPONSIBILITY >» Stemuington. Harel. 








It’s easy to correct 
fluid duplicator masters with 


DENNISON PRES-a-ply CORRECTION TAPE 


Cleaner, neater, faster — 
no carbon-stained fingers 


¢ No scraping, erasing, smearing 
¢ Lies flat — no waste 
« Self-adhesive — requires no moistening 
« Comes in convenient strips 
— no dispenser needed 
¢ Master does not have io be 


removed or realigned 


In single and double space widths 


Ask your 
stationer for 
Dennison 
PRES-a-ply 
Correction Tape 




















Measure length needed by placing 
sheet against correction in typewriter. 
Cut strip and peel from backing. 





Press tape on back of master over part 
to be corrected and retype. Use of 
small piece of new carbon is optional. 


® 


Dennison 


Framingham, Mass. 


THe Orrice—March, 1953 





























just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Garden City where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 


The most cordial of invitations is extended to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 
streamlined profits. 


1055 Stewart Ave., Garden City, WN. Y. 


Manufacturers of: 


@ INKED RIBBONS @ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS e@ SPIRIT & GELATIN CARBONS 


FACTORIES: GARDEN CITY, N. Y. © CHICAGO, ILL. ¢ ATLANTA, GA, 
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‘| never dreamed figuring was so simple as on a Marchant. 


“Take multiplication...getting the answer is easier than writing it down. 








“My Marchant multiplies automatically and with one less step 
than other calculators. 


“What's more, it’s the only calculator where | can check all my figures — 
multiplicand, multiplier and the answer— at the end of the problem.” 


MARCHANT wc.» 






















: The MARCHANT MAN in your phone book is ready to! OCaaedr seanenes 
‘show you, on your own work, that MARCHANT is the ; INCLUDE : 
+ simplest calculator to operate, yet delivers the highest ; 3 By 
‘figure output. Call him or mail this coupon with your } Push-Button 
! business letterhead to get your FREE... or } Multiplication 
: Guide to Modern Figuring Methods Oo } ae ~ pai 
: lilustrated Booklet about Marchant Calculators O i Complete Three-Dial Proof 
{ MARCHANT CALCULATORS, INC. + Oakland 8, California ; 

4 
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Every time you sign a company check by hand, you're 
not only wasting executive time and energy but you 
may be inviting a forger to duplicate your signature 
and raid your company’s bank account. 

The Todd Protectograph Check Signer puts your 
signature and the funds it controls under double lock 
and key. 

To get all the facts about the Todd Signer—the 
machine that carries a $10,000 guarantee — mail the 
coupon now. 


eee 


SB 


i 


=~ 


Ce ~ewr 
a) — 
— «> 


A 


Ss «4.456 


~ 


THE TODD COMPANY, inc., Dept. O 
Rochester 3, N. Y. 


Please let me have full information 
about the Todd Protectograph Check 
Signer, without cost or obligation to me 


< Sr we ee, > 


5 oe gra 


Firm. 


COMPANY, INC. 
Todd 


ROCHESTER NEW YORK City Zone___ State 
SALES OFFICES IN PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WoRtD By 


Address 


O-3-53 
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“Quality above Comparison”’ 





PROPOSAL COVERS 
PLAID HOUSEHOLD FILE TeRESSBOARD BINDER COVERS (in many colors and finishes) DESK FILES 
Also furnished gift-wropped punched for stondard fastener (Printed or celluloid tabs) 
centers. 





% oe 








Seay 


1. This leather-like material re 
sists oil, ink, finger marks, 


stains and dirt of ali kinds. 
2. An abrasion resistance test 
shows leather-like material to 
have a 9 to 1 advantage over 
ot ordinary red wallet stock. 
Y 3. Color will not rub off on cloth- 
ing in a humid climate. 
4, These containers have what is LEATHER-LIKE 
VERTICAL FILE 


SB Se miwasy 





Oppecronce. 


LEATHER-LIKE 
EXPANDING FILE 


LEATHER-LIKE SUPER POCKET 
“The All-Purpose File” 


LEATHER-LIKE 
EXPANDING WALLET 
(With GLYD-LOC or tape tie) 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection and added service. Write for our catalog. We also invite your inquiries for 


specially made products. 


= Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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SECRETARIES "xounzovc® 


Lucky, If You Have an ELECTRIC Typewriter BUT 


They are Different, of course, in stroke—very much harder than Standard machines. The old 
common Carbon just is not equal to the stroke of an Electric. Waste results, because carbon 
cuts out quickly and holds back efficiency. This is not just right for this expensive age, is it? 
Our Chemists solved the difficulty with Kee Lox Wonder Kee Lectric Carbon—on Tough tissue 
with a very tenacious color coating. It does not cut through, but gives extra Wear plus sharp, 
Clean Copies and Most Efficient Service. Just what you need with Your Machine. 


8-ilb. Wonder Kee Lectric NC, Extra Bone Clean, No Roll Marks, Copies will not rub, Easy Erasure, 
makes 2 to 5 very sharp, distinct, grey black Copies. 


10-Ib. Wonder Kee Lectric STRONG. Sharp Print. Very Clean. Best Wearing Carbon cn the market. 
2 to 10 distinct Copies on ELECTRICS. 


5-lb. Wonder Kee Lectric NEW STRONG. 15 to 20 Copies. 25 on Electromatic with 7'/2-lb. Onion 
Skin Peper and Silk ribbon. 


Would YOU like some KEE ECTRIC PLEASED with this 
Samples FREE for ; / Special Manufacture 


YOUR Electric? Today : 7 for ELECTRIC MA- 
Top efficiency counts ? DB, CHINES, The Quality is 


in an office, Please fill . ee Wonderful, 

in the attached Coupon | SS J , Send Coupon Today. 
and send to us and | , a THANKS. 

you will be HIGHLY 


£ 
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KEE LOX MANUFACTURING CO., ROCHESTER 1, N. Y., U.S.A. KLIOM 
Send Free. No obligation, To 

Street 

City 
6 sheets 8-lb. Wonder Kee Lectric NC, Bone Clean Carbon Size 
6 sheets 10-Ib. Wonder Kee Lectric Strong, Extra Wear Size 
12 sheets 5-lb. Wonder Kee Lectric New, Strong, 20 Copy Carbon Size 

We mete usually : Copies at a time. 
Signed 


Title 
We reserve the right to send Samples only when signed by a Purchasing Agent, Office Secretary, 
Manager or Officer of a Firm or Corporation 


poeseseoeuoenessecoeeesq 
Reeeeeeseeeeeaeaess 
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“ACCO-bound Papers are SAFE Papers” 








ACCO 


FASTENER 





The ACCO Unit System of Filing 


~—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
2%,” centers, is 
filed with the 
established file 


unit for “‘custo- 
mer” or “subject” 
and stays in file 
indefinitely, a 
secure ACCO- 


bound unit. 


When reference is required the 
bound unit is drawn from file with 
assurance that all related papers are 
together, in proper sequence, and 


protected from 
loss or misplace- 
ment in the ref- 
erence and hand- 
ling that may 
follow before the 
file is returned to 
its drawer or cab- 
inet. 


Basic Accessories to ACCO Unit Bindin g: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 - 31” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 — 234,"centers (1/4”) 





ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. 


In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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WHEN PREPARING CASH PAYROLLS 





12 unit Payroll Denominator 


USE A PAYROLL DENOMINATOR! 


Simply record the various denomina- 
tions of bills and coins required on The 
DENOMINATOR from the individual pay 
envelopes. 


The total of each denomination is then 
transferred to your payroll currency slip. 


Fast, easy to operate and economical! 
And—most important—it’s accurate! 


Cow Ask us about The DENOMINATOR—no 
; A obligation—write Dept. OM-9. 


me Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for over 35 years 
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How to = =e 


* Flagship's metallic back 
means extra wear, easier 
handling 


Sell More 
Carbon Paper 
with Less Stock 


Forget all about ordinary methods of merchandising carbon paper. Forget 
STEP 1 i nee Renee Ce tad 
you ever had to tie up capital in umpteen varieties, many of them use- 
less. Forget the studied “problem-selling” of the past, the hocus-pocus, and the endless 
outside service trips. 


Find out about the Flagship line — not just a different brand but a whole 
STEP 2 “ ete ; 
new kind and concept of carbon paper. Find out how Flagship’s gleaming 
patented metallic back makes it so clearly superior in looks, feel, and action—and how 
it does more jobs! Find out how this matchless versatility leads directly to bigger sales— 
from perhaps half the inventory you've been carrying! 


Write today. The lower-inventory, richer-profit Flagship line is sold only 
through protected dealerships — you may be sitting on one right now! 


CARBON AND RIBBON MANUFACTURING CORPORATION 
General Cffices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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DEALER’S CHOICE 





MONROE CALCULATOR World fo 
mous; handy, compact, portable; noted 
for eose and simplicity of operation 


MONROE GRAND TOTAL MACHINE 
Adds and subtracts directly in two 


e registers; norrow or wide corriages 
picture of a 


smart dealer 


He’s going to rake in a fat pot of profits with 
Monroe Aces. So can you! Prompt action and a 3¢ stamp will 
bring you details of the most attractive 
money-making play in the business— Monroe Calculating 
and Adding Machines, those popular, full-keyboard 


machines that are always winners. MONROE STATEMENT MACHINE 

. A time ond labor saver for preparing 

occurote, neat-appearing statements. 
All in both hand and electric 
models and in all capacities 


Get in on the deal! Mail the coupon. Now! 


"fe | |p) i Rapala aantaee 


Dealer Sales Division 
CALCULATING AND ADDING MACHINES 555 Mitchell Street, Orange, N. J. 


Tell me how | can cash in with the popular, fast-selling Monroe line 


MONROE CALCULATING MACHINE COMPANY, INC. NAME 
Dealer Sales Division, Orange, N. J. COMPANY 


STREET 


CITY 
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Hlean Write PRODUCTS 











Sell THEMSELVES 


KLEAN-WRITE Super Stencils and 
KLEAN-WRITE Nylon Ribbons are two 
of the leaders that mean 
MORE PROFITS for you! 


They sell themselves...they’re the stenographers’ choice from coast to 
coast because they're the finest available! KLEAN-WRITE products will 
bring you new accounts as well as a tremendous re-order file... 

ALL OF WHICH ADDS UP TO MORE PROFITS FOR YOU! 





Cash in on Frankel’s 47 
Gentlemen: 

Please send me detailed information on Frankel’s years of manufacturing 
“Exclusive Dealership” Plan. know-how ... cash in on 
Signed KLEAN-WRITE quality! 
Address Send for descriptive liter- 
City ature today! 




















FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. * DENVER, COLORADO 
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DEALERS! Why not sell the only 


card index addressing 


_ ELLiott, 8. 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


Celestia... 5 “a 
An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


FRONT 


We supply this simple clamp that 
snaps over the platen of any type- 
writer. 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon *‘ON”’ they are indexed 
and with the ribbon ‘‘OFF"’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 


Tue Orrice—March, 1953 


ystem that is available to Dealers? 


Elliott address cards are inserted in 
this $50.00 Elliott addressing ma- 
chine by the trayful. 


Each time the lever is | ayes a dif- 
ferent address is printed. 


we, 


And the address cards are removed 
from the addressing machine in the 
same way. 


Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


. ADDRESSING 
MACHINE CO. 
Dept.A,199 Albany St., Cambridge 39, Mass. 


43 
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Less 


Operating Cost 


Per Filing Inch! 
SAVE with ROL-DEX* by Watson 


established 1887 


ROL-DEX installation in the office of the Auditor of Disbursements, 
Ilinois Central Railroad, Chicago, III. 


There's NO WALKING, STOOPING or SQUATTING with ROL-DEX modern 
record units! Records glide smoothly and quietly 


to the seated operator, raising production per 


worker 25 to 60%. Use 
your present records. 
No forms to buy. Inves- 
tigate ROL-DEX now! 


See ROL-DEX at the 
OMAC Convention— 
Chicago, Mar. 2, 3, 4, 5 
Conrad Hilton Hotel 


* Pat. and Pats, Pending 
PTSeeeeeeeeeeeeeseaeeeeaae a - 
5 WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. 0-5 
Jamestown, New York 


Please send me information about ROL-DEX record units. 


Company 
N 


Street 


Title 


Zone 


= City State 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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MAKES THE BIG 
DIFFERENCE 


SPECIALISTS 


in the manufacture of: 


e Master Units (Plain and Printed 
e Spirit Carbons 

e Gelatine Carbons 

e Spirit Carbon Paper Ribbons 


e Duplicating Fluid and Hand Cream 


R 4) S a RIBBON and CARBON MFG. CO., INC. 


GENERAL OFFICES and FACTORY HARRISON, N.J., U.S.A. 
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CALCULATIONS 


Smgay 
3 
hoary 


@ Not an ordinary calculator 


Costs come qown the Friden takes more steps in 


is ee figure-work without operator 
| e decisions than any other calcu- 
lating machine ever developed. 


7 
with 4 Thus Friden figure-thinking 
lowers the cost of all figuring 
chores ... payroll calculations, 
invoicing, inventory, tax figur- 
— as ing, engineering and produc- 


tion. And the Friden operates 


° . so simply anyone can use it 
extra thinki ng without special training. 











= ne Machine ess 
—e 


Ask your nearby Friden Man to demon-_ available throughout the U.S. and the 
strate Friden“decision-making”’ features world. FRIDEN CALCULATING MACHINE 
that can save time in your business! CO0., INC., San Leandro, California. 

Friden sales, instruction and service © Friden Calculating Machine Co., Inc. 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


See 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Py Wyo 


CUSTOM 
ADDING 


Revolutionary Design Reduces Noise 54%*. 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


EEE 





Company Name 





34 YEARS OF 
QUALITY RECOGNITION 


ee a ee 








THE WORLD OVER City 


State a 


MACHINE 


2 OS OE OS OP OD OP OP OP OE OS OS SS SS SSS SSS SSS SSeS eee 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-353 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


ES An er a eee ee EE 
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THE BIG 4 


IN STENCIL DUPLICATING 


4 p agent 


TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 


will produce better copies 
than any other stencil, regard- 
less of typewriter used for 


cutting i 
Designed to produce beautiful copies 
and meet your specific requirements 


ee DO —........... 
(7 oe CE WRITE FOR CATALOG showing complete 
ote ~ line of Tempo Duplicators, Stencils, 


STENCIL Inks and Accessorie 
DUPLICATING PRODUCTS ee 





Wee 





= — 


a m0 HARDING CO. 
M I LO or] A R DI H G | 434 W. Pico Bivd., Los Angeles 15, Calif. 
Please send illustrated catalog 
COMPANY 


Established 1904 
434 WEST PICO BOULEVARD, 


LOS ANGELES 15, CALIFORNIA 





Name 





~ 
=) 
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Gr laclols er lilode alolololameit-laltit-laitia-ta: 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 








Moller Foca Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A. 
lephone HAn r 2-542 
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the advantages of 


¢ carbon paper 
¢ inked ribbons 
¢ carbonized rolls 


UNDER 97: 
YOUR Own * 


BRAND NAME 
— 


Mr. Dealer ... How many trade- 
marked brands of Carbon Paper, 
Inked Ribbons and Carbonized Rolls 
can you think of? Dozens?... and 
the manufacturers of these brands 
are all advertising and promoting the 
sales of their OWN products in your 
territory. 

But here is the opportunity to push 
YOUR OWN BRANDS... and cash 
in on repeat sales from your cus- 
tomers for many years. 

Join the dealers who are benefiting 
from the H. M. Storms Company 
PRIVATE BRAND PROGRAM ... 
packaging and imprinting UNDER 
YOUR OWN BRAND NAME... Car- 
bon Paper, Inked Ribbons and Car- 
bonized Rolls .. . placing the sales 
and distribution of these products 
under your exclusive control. 

THE H. M. STORMS COMPANY has 
been providing this service to the 
dealer trade for more than half a 
century. STORMS can help you too! 
Use the coupon for complete details 
of the STORMS plan or write on 
your letterhead to Department O2. 








4. M. STORMS COMPANY 
Storms Building, _— 38, ™.IY. 
Manufacturers of the | We ere interested in the STORMS PRIVATE BRAND PROORAM. 
Complete Line . . . That Stands | Pleese send us complete information and samples. 





the Test of Time | seme 





H. M. STORMS COMPANY 2 





ORMS BUILD! 
BROOKLYN 38, NEW “YORK 








Lightning OFFERS YOU 6 DIFFERENT 
ig ‘4 


AUTOMATIC MAIL OPENERS 
FOR EVERY TYPE OF BUSINESS 


Tell us the volume and type of your incom- 
ing mail, We will recommend the Lightning 
automatic mail opener that will precisely fit 
your particular needs—based on our 

40 years experience making letter 
openers to meet all the needs of every 

type of business. 


Model A-9 is motor- 

operated. It opens 500 

letters a minute, in- 

cluding mail up to a 

half-inch in thickness. . 

Price $250 including Model H-2 is hand-operated. It opens 75 
ony letters a minute. Price $65 including tax. 


Lightning MAIL SEALER 


Model K is hand-operated. It auto- 
matically seals |00 standard-size envel- 
opes a minute. Price $120 including 
tax. Also available in a motor-driven 
model that seals 200 envelopes a min- 
ute, at $175 including tax 


THE BIRCHER CO., INC. 


Makers of Letter Openers for Over 40 Years 


Sales and Service 192 MILL STREET 
Representatives 


In Principal Cities Rochester 14, N. Y. 


MORE LIGHTNING LETTER OPENERS ARE NOW IN USE THAN ALL OTHER MAKES COMBINED 
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What's eating 10 OW? 


Profit-consuming costs can eat a business out of house 
and home —especially in the restaurant business. 
With 50% of receipts going for raw foods, 40% 
for other costs, only 10% is left for profits and taxes. 
The margin’s so narrow that the profit on a whole pie 
is gobbled up when a dishwasher eats one slice as a 
between-meals snack. 
No wonder half the restaurants that start business 
close up shop or change hands within twelve months. 
To make ends meet calls for pinchpenny cost con- 
trols. A good example is the system McBee cooked up 
for Frisch’s Big Boy drive-in restaurants in Cincinnati. 
Every time one of the twelve Big Boy stores calls 
headquarters to order food or supplies, its request is 
recorded on a McBee Keysort requisition card. There 


are 208 different kinds of cards. An operator selects 
the proper card for each item ordered and fills in the 
quantity requested. 

Pre-coded marginal holes in each card are notched 
to indicate store number and date. One order’ may 
employ 50 or 60 cards. 

More than 1,000 requisitions are sorted daily to keep 
tabs on every hamburger and every cup of coffee. Trou- 
ble shows up in time for management to step in quickly. 

Big Boys, and little fellows too, find Keysort the 
simplest, fastest and most economical method of keep- 
ing the records straight. Keysort requires no special 
office personnel, no costly machine installations. 

Ask the McBee man near you for a frank estimate of 
McBee’s advantages to your own business. Or write us 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally Punched Card 
295 Madison Ave., New York 17. 


Offices in principal cities 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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Do you make these 
5 mistakes in selling? 


A quick check list designed to help you 
sell more merchandise, more profitably 


1. Build traffic for your 
competitors 7? 


When you let yourself get caught 
‘out of stock”’ on popular items, you 
send customers down the street to 
your neighbor. 

That's good business for him— 
and bad business for you! 

Of course, you don’t want to over- 
stock, either. Best way is to stock 
popular brands you know from ex- 
perience move well for you. 


2. Waste time selling 
“clunks”? 


You're not in business to prove how 
good a salesman you are. 

Why spend fifteen minutes selling 
something the customer doesn't 
really want, and even wrap up the 
sale—only to lose a valuable cus- 
tomer forever! 

One way to avoid this mistake is to 
feature recognized brands. Then the 
customer knows at a glance whether 
he's interested—and if he is, he’s 
all set to buy with very little effort 
on your part! 


3. Frequently overstock 
slow movers? 


If you find yourself holding too many 


clearance sales, perhaps you should 
take another long look at your buying 
policies. 

Just because a product wears a 
brand name—even a well-known 
one—doesn't necessarily mean that 
it is sure to sell to your trade. 

It’s up to you to choose carefully 
among competing brands, and let ex- 
perience guide you in picking the 
merchandise that turns over best for 
you. The only general rule is that 
brand-name items practically always 
move better than unknown, un- 
branded ‘‘orphan”’ lines. 


4. Lose money—and 
customers—on returns? 


What do you do about returns? If 
you have an ‘easy’ policy, it can 
cost you money. If you have a tough 
policy, it can cost you customers. 

Some of the smartest retailers in 
the country have found that to cut 
down on returns, it’s gaod policy to 
feature well-known, trusted brands 
of merchandise. 

When a customer buys such an 
article, he knows in advance what 
he’s getting. There is no question 
about the product's quality or per- 
formance. The customer knows his 


satisfaction is assured by both the 
manufacturer and you, the retailer. 
That’s why returns of popular 
brands are far less likely. But if they 
do occur, you don't hold the bag! 


S. Sacrifice your reputation 
to a fast buck? 


If you were going to close your doors 
forever next week, you'd hardly 
worry about building a reputation 
for yourself. 

But the reputable retailer who ex- 
pects to stay in business for many 
years in the same town can't afford 
to risk his good name—or his cus- 
tomers’ good will—by opportunistic 
practices He must try to please cus- 
tomers, keep their friendship, win 
their loyalty. 

If you want to build a sound busi- 
ness reputation, you'll find your best 
friends are the dependable, brand- 
name products that not only make 
customers but make friends for you! 
Write for free material to help you 
establish your store as a top brand 
names store in your community. 


BRAND NAMES FOUNDATION 


imconPonatan 
A Non-Profit Educational Foundation 
37 West 57 Street, New York 19,N.Y 


Win national recognition with a Brand Name Retailer-of-the-Year Award! 
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Your TOP 
STENCIL 


a 


Multi-use 
TOP PRINTINGS 


PLIO FILM CHURCH SCHOOL ADDRESS-0- MUSIC STAFF 
BULLETIN BULLETIN LABEL DIE-IMPRESSED 


For the best in quality stencils it’s Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
are accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 


The various top-printings end all guess work as to proper margins and positioning 
whether it’s a regular form... double page . . . 2 or 3 column bulletin . . . address-o-label 
- or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN . . . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely . . . giving maximum number of faultless copies 
of consistently sharp, clean cut impressions. Reproduces a beautiful rich 
black that will not fade or deteriorate. Available in one or one-half pound 
cans. 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fast drying 
ink that reproduces sharp, legible copies. 
Especially good for quick handling of two- 
sided duplicating. Available in one pound 


SPE Ft D/O PRINT cans only. 


ALL SPEED-O-PRINT INKS HAVE AN OjL 
BASE AND ARE FOR USE WITH OPEN OR 
SY opie telio “4 CLOSED CYLINDER. WILL NOT DAMAGE 
STENCIL OR CYLINDER. 
1801 W LARCHMONT AVENUE >> y ‘ s Write FOR OuR 


CHICAGO 13, ILLINOIS es << DEALERS CATALOG 


— 


SPEED-O-PRINT (CANADA) LTD. + 3555 HOCHELAGA ST. * MONTREAL 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


Elizabeth & Spotswood, N. J. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE  UNiteDo STATES 
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’ Dlivetti, the only fully automatic Printing Calculator, answers the need for efficient aid in expediting 
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today’s complex business processes. It provides entirely 
automatic multiplication, division, addition and subtrac- 
tion, while keeping a permanent tape record of all cal- 
culations and results, including credit balance. No special 
operator training is required. A demonstration under your 
own conditions can be arranged with your nearest Olivetti 
representative — there are sales and service offices in 
over 300 cities throughout the United States. Olivetti 
Corporation of America, 580 Fifth Avenue, New York 36. 


57 





BATES BATES 
MERCURY STAPLERS PERFORATOR 


Wide range of models for Easiest action, large waste 
every requirement. & container. Compact, economical. 


LIST FINDERS 
Date desired is instontly 
before you. 


BATES STAPLE 

REMOVER AND PUNCH 
instantly removes any staple. 
Punches @ hole up to 

@ thickness of 

eight pieces of paper. 
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Get Figures Out Faster, Save Real Money! 


PREPARE YOUR ACCOUNTING REPORTS 
WITH OZALID! 





See How OZALID Can Help Issue Your Cumulative 
Accounting Reports Sooner and at Much Lower Cost! 


FIRST month’s figures are posted 
on a translucent form. 

The required number of Ozalid 
copies are run off, and the thin, 
space-saving original form 

filed away. 





SECOND month’s figures are 
posted in the next column, 
and the Ozalid copies run off. 
Only current figures are 
handled each month to bring 
report up to date! 





THIRD and succeeding months’ 
figures are entered, and the 
Ozalid copies run off as needed— 
with each month’s 

figures as clear 

as the first! 











The streamlined 
desk top Ozamatic 
makes copies up to 
16” wide of letters, 
reports and business 
forms made on ordin- 
ary translucent materials. 
First copies are available in“ 
seconds, or up to 1,000 letter- the Ozalid distributor listed 
size copies per hour at a cost in the classified section of your 
of about 114¢ each. phone book under Duplicat- 
Write for full details, or call ing Equipment and Supplies. 


CUT COPYING COSTS. . . USE OZ pN L i D. 


Johnson City, N. Y. A Division of General Aniline & Film Corp. “From Research to Reality” 
Ozalid in Canada— Hughes Owens Co., Ltd., Montreal 
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e Cutscostsupto15%. 

e Speeds purchasing 
procedures. 

e Requires only one 
form. 

e Eliminates transcrip- 
tion errors. 


e Reduces forms inventory. 
e Every copy an original. 


Wherever paper work requires more than one 
legible copy, a Colitho Business System can 
be used to speed the operation, eliminate 
transcription errors, and cut clerical costs. 
Colitho paper offset duplicating plates, plain 
or pre-printed, can be incorporated in single, 
multiple part, flat pack or roll forms. Colitho 
Business Systems provide for variables and 
blackouts, deletions or additions. Partial in- 
formation can be added at any time. All busi- 
ness paper work lends itself to simplification 


a 


(rlithe 





Name. 


—awamneameameanm ean eS eT eee eee eee oe 


Colitho Division, COLUMBIA RIBBON & CARBON MFG. Co., Inc. 
603 Herb Hill Rd., Glen Cove, New York 


Please send information about Colitho and Ready-Master 
Business Systems. 


Our duplicating equipment is: 


CAN REDUCE YOUR 
COST OF HANDLING 
PURCHASE ORDERS 








through a Colitho System.* Regardless of the 
kind of business you are in, Colitho Systems 
offer time and money savings in purchasing, 
manufacturing, distributing, selling, billingand 
accounting. For more information, mail the 
coupon attached to your business letterhead. 
*Where spirit duplicating equipment is used the 
Same results can be obtained with a Columbia 
Ready-Master System. 
Colitho Division 
COLUMBIA RIBBON & CARBON MBG. Co., Inc. 


Offset [] Spirit [J 





OFFSET DUPLICATING 
Company. 





PLATES AND 


Address. 





SUPPLIES 


City. 
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COMPUTING MANUAL by Fred Gruenberger. 
University of Wisconsin Press, Madison, 
pp. 123, $2. 

Written to aid the training of punched 
ecard computing personnel, especially 
those using IBM machines, this work has 
been used as a text at Wisconsin and 
should iriterest anyone whose work in- 
cludes tabulating machine techniques. 
There is a good chapter on questionnaire 
methods and a terminology section and 
index make the book handy for reference. 


WHY FUMBLE FOR TIME AND MONEY? Illinois 
Society of Certified Public Accountants, Chi- 
cago, Free. 


A folder describing the advantages of 
using a natural business year, written for 
the average layman. 


FAMOUS FINANCIAL TRANSACTIONS. Louis J. 
Glickman, New York, pp. 8, Free. 


An interesting collection of anecdotes 
on little known highlights of famous 
American business transactions. The 
theme that runs through the series 
demonstrates that the courage to take 
risks is inherent in the men who succeed. 


Tax Return Photocopies 


The Bureau of Internal Revenue has 
confirmed a ruling that it will accept tax 
returns which are photographic repro- 
ductions of worksheets made by the 
diazo whiteprint process on machines like 
Bruning and Ozalid, which were the kind 
of reproductions submitted for approval 
by the N. Y. State Society of Certified 
Public Accountants. No doubt legible 
photocopies made by other machines on 
paper approximating the weight of tax 
return blanks will be also acceptable. 
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a TOP HAT 
doesn’t make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


ERASERSTIA 


Putting a wood case around 
an eraser doesn’t make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world’s 
finest pencil-shaped 2raser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


a ihed SERVICE) 2.6.4. 


If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 











AW FABER-CASTELL 


PENCIL COMPANY, INC , NEWARK, N J 








, 
How to make a good impression 


in a 10-second appointment! 


One sure way is to have your letters (your most 
important line of communication) typed on 
a Remington Electri-conomy. You'll find 
Electri-conomy letters stand apart from all 
others. Their sharp, distinctively -uniform 
printwork commands instant attention, looks 
IMPORTANT, sells you and your company on 
sight. Like proof? See a free demonstration 
of Electri-conomy typing today. 


Memington. Fland 


THE FIRST NAME IN TYPEWRITERS 


For free demonstration or booklet ‘‘Take aLetter’’ (RE 8499) write: Remington Rand, Room 2667, 315 Fourth Ave., N.Y. 10 
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How Movies Are Used for 
Office Work Simplification 


FRANK D. RYAN 
Manager of Work Simplification, Bell & Howell Co., Chicago. 


employees at Bell & Howell “work 

smarter, not harder.” Not only is 
the camera merciless in spotting the need 
for methods improvements, but handled 
correctly it can help build acceptance 
for the work simplification program. 
Movie method studies of office opera- 
tions have paid off for us, not only in 
dollars and cents values, but in employee 
satisfaction. While we constantly seek 
new areas in need of methods improve- 
ments, today most studies result from 
the request of a supervisor or employee 
who believes there should be a_ better 
way of doing it. : 

A typical case was the collating of 
sales manuals by our duplicating depart- 
ment. The film of this operation won first 
place for our company in the Industrial 


Memos play a vital role in helping 


Management Society’s Method Improve- 


ment Competition. More important, it 
solved a serious problem for Catherine 
Bonnevier, supervisor of duplicating, 
and her department. As Mrs. Bonnevier 
pointed out, her department is really a 
miniature printing shop with 12 em- 
ployees doing photo offset, stencil and 
spirit duplicating and addressing for all 
departments of the company. Most of 
the jobs are one or two page pieces 
which are quickly completed and_ re- 
moved from the department. 

The sales manual, however, required 
the running of over a thousand sheets 
each of 150 pages, storing of the sheets 
until all pages were available, gather- 
ing pages into chapters which were then 
assembled into a ring binder. The en- 
tire duplicating department occupies an 
area only 23 by 39 ft. About one-third 
of this space was required for the 
gathering tables used by the operator. 
Actually, the duplicated inserts were 
stored on all available tables and work 
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tops throughout the area and seriously 
interferred with the efficiency of the 
department. 

Mrs. Bonnevier explained to Jack 
Baritski, assistant manager of work sim- 
plification, that the collating itself was 
an inefficient, tedious and tiring opera- 
tion requiring the operator to walk 
around and around the tables, reaching 
and stretching to gather the pages and 
chapters. The usual hand or foot oper- 
ated collators were thought inadequate 
to handle the job and she felt a fresh 
approach was needed. Mr. Baritski sug- 
gested that the standard work simplifica- 
tion method be applied to the problem 
and that a conference be held with all 
individuals concerned: Mrs. Bonnevier, 
the plant layout engineer, the adminis- 
trative assistant of operating services, 
the work simplification cabinet maker 
and the collating operator. 

It was impractical to take the group 
into the central duplicating departments 
to observe the collating operation be- 
cause it was difficult to find points of 
vantage so that all could see the same 
thing at the same time, and impossible 


The author recorded a magnetic sound track 
as the film was projected. 





BELL & HOWELL CO. 
WORK SIMPLIFICATION REPORT 


TO: Catnerine Bonnevier 873 


7.1 G. BE. Stryker 815 
a &K a. Percy a7 
REQUEST NO.__¥ 240__ 


_ 6-30-52 


DATE 





ON Hovember 5, 1951 YOU REQUESTED ASSISTANCE IN THE FORM OF 


Werk Place Improvement _ wee ___.TO HELP YOU IMPROVE THE OPERATION OF 


collating and assembling the Sales Manual. -—S#__- 


The collator you requested has been completed and delivered. In the original procedure 
for collating the Sales Manual the pages were collated into chapters and the literature 
envelope stuffed. This procedure required space for the storage of pages, collated sets 
of chapters and considerable epace for spreading out pages for the collating of chapters 
es well as binders to be filled. The walking involved in both collating the chapters 
and the assembly of the manual was approximately eight (8) miles per day. 


Witk the new collator one person can sit and assemble a camplete sales manual, cemsisting 
of 150 different inserts. Collating a complete manual has eliminated the storage space 
required for collated chapters and the walking required previously for collating the 
chapters and filling the binders. The productivity of the job was increased 122%, With 
a schedule of 2500 manuals this year a saving of 600 man hours will be realized on this 
one collating job, or a grose saving of $861.60, 


In addition the collator is used an average of 8 hrs. per week to collate forms for 
Merchandizing, Order Control, Service, International Division, Todling, Stationary Stores 
etc, With an estimated average of 50% increase in productivity on these jobs a saving of 
four (4) hours per week or 200 hrs, per year is realized. 


Last but not leased, the morale of the department is greatly improved since the confusion 
that was present in the original procedure was eliminated by your improved method of 
collating the Sales Manual. 





TIME AND MATERIALS 
WORK PLACE IMPROVEMENT HOURS 90... MATERIALS USED $_117,4) — 





(TO BE FILLED OUT ONLY IF MONETARY SAVINGS CAN BE REALIZED) 


Estimated First Year Man Hour Savings 

Hourly Pay for this type of work 

No. 1 Multiplied by No. 2 Equals 

Minus any Increase in Material Cost or Plus any Decrease (saving in floor space) 

Equals Gross Savings ee $278,00 .. 
Installation Cost / W. S. Expense---- Shelves (installed) 221.00 ....  .$653.00 _ 
Plus First Year's Depreciation «Motion Pictare 154.00 .. bit, teen 


SPONMVSoWe 








The completed report shows the time and money saved. 


to concentrate on the collating of sales 
manuals to the exclusion of other opera- 
tions going on, nor could there be any 
group discussion of the operation while 
it was going on. A movie was the solu- 
tion, and it was agreed to have the work 
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simplification cameraman, Al Zacharias, 
take motion pictures of the entire opera- 
tion which could then be shown to the 
conference group. Accordingly, the film- 
ing was scheduled for the following 
week. 
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The cameraman practiced “get in— 
get out” technique by checking the loca- 
tion a day before shooting. This en- 
abled him to plan his camera and light 
locations and make the acquaintance 
of the operator. Women particularly 
like to know in advance when they are 
to be in the movies so that they may 
dress accordingly. The collating opera- 
tor was assured that she would see the 
film in which she was “starred” after its 
return from the lab and that she could 
take the film home to show to her 
family and friends if she liked. 

The ordinary motion picture camera 
is timed for 16 frames per second (960 


> 
pe? 


frames per minute) but cameras for 
methods work are calibrated at a thou- 
sand frames per minute, making a time 
measurement possible by simply count- 
ing the frames. All our work simplifica- 
tion films (we keep a cameraman busy 
full time) are taken with a 16mm Bell 
& Howell 70 camera so calibrated, re- 
gardless of whether the intention is to 
make small time increment improve- 
ments or major methods changes as in 
the present case. The camera is oper- 
ated in the same way as the Bell & 


Howell 70-DL camera used by thousands 
of amateur movie makers. 
The film, “Collating Sales Manuals,” 


BEFORE and AFTER views from Bell & Howell's work simplification film. 
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was made in two parts—“before” and 
“after.” The “before” portion was com- 
pleted in 24% hours of shooting with 
minimum disturbance to the duplicating 
department. The camera was equipped 
with an 0.7” F2.5 Super Comat lens 
(long shots), a 1” F1.9 Super Comat 
lens (medium shots), a 2.8” T2.5 Cooke 
Panchrotal lens (closeups) and match- 
ing viewfinder objectives. It was 
operated by a 115 volt motor. Using 
Eastman Kodak Type A Kodachrome 
film with an ASA rating of 16, the scenes 
were photographed at lens openings 
ranging from F2.5 on the long shots to 
F4.5 on the extreme closeups. Motion 
pictures can be photographed at either 
16 or 24 frames per second when a mag- 
netic sound track is to be recorded. 
The long and medium scenes were 
made at different angles to add interest 





Here is everything needed for Bell & Howell's 
office movie-making. Cart was adapted from 
a golf cart by Jack Baritski. 


to the picture. Closeup scenes were used 
to bring out all details that might be 
missed in the long and medium scenes. 
By effectively using closeups throughout 
the film the cameraman holds the in- 
terest of the audience. 

After processing, the “before” film 
was shown in the work simplification 
conference room. In a matter of minutes 
the entire group had a complete grasp 
and feel of the problem. As is usually 
the case when a film study is shown, 
there was a real desire to improve the 
method. Many possible solutions were 
advanced, some good and some bad. 
Each suggestion was considered by the 
group. After discussing the matter 
thoroughly they decided that two things 
be done: (1) purchase 18 ft. of steel 
shelving to provide a storage area in one 
location for all insert pages; (2) build 
a collating unit which would hold 200 
sheets of each of the 150 pages. To per- 
mit the operator to remain seated it 
was decided to mount two rotating racks 
approximately 4 ft. in diameter on a 
96” by 40” table. 


Since Mrs. Bonnevier, the supervisor, 
and the operator had helped to decide 
on the methods improvements involved, 
there was no problem involved in sell- 
ing the wisdom of the improvement. Ac- 
cordingly, the shelves were put to use 
as soon as installed and the collating 


unit was an instant success. Both the 
shelves and the rotating racks provide a 
specific location for each page and it is 
now a simple matter to inventory the 
stock of duplicated sheets by visually 
checking the shelves without lifting or 
moving stacks of paper. 

Formerly the operator collated large 
quantities of individual chapters by the 
walk-and-pick method and then as- 
sembled the chapters in lots of six to six- 
ring binders laid on the table, walking 
back and forth. Once the rotating rack 
is loaded, she can sit at her work all 
day. With one binder open in front of 
her, she can easily reach all 150 insert 
pages and place the assembled binder 
in a shipping carton at her right. The 


THe Orrice—March, 1953 





This group viewed 
the “before” film 
and made the im- 
provements. L. to r.: 
Bill Peters, cabinet- 
maker; Estella An- 
derson, duplicating 
dept.; Norris Gra- 
benkort, operating 
services administra- 
tive assistant; Mrs. 
Bonnevier, supervi- 
sor; Jack Baritski, 
asst. work simplifica- 
tion mgr.; J. E. Ter- 
ras, layout engineer. 


new method also permitted a more ef- 
ficient layout of the department with 
floorspace (devoted to collating) reduced 
from 272 to 82 sq. ft. 

Shortly after the installation of the 
new collating rack, telegram requests for 
increased quantities of sales manuals 
began to come in from sales training 
conference personnel. Attendance at the 
sales training conferences in Philadel- 
phia, New York and Boston increased 
101%, 104% and 113% respectively over 
the previous year’s attendance. Fortu- 
nately, it was a simple matter to put 
two girls on the job. Seated on each side 
of the table, one girl assembling the 
front half and the other the rear half of 
the manual, the girls worked as a team. 
The job had become so simple that the 
new operator became productive in a 
matter of minutes. Rush requirements 
were met with ease, something which 
would have been impossible with the 
old procedure. 

In the evolution of a work simplifica- 
tion program it generally becomes evi- 
dent that motion pictures can be a two- 
edge sword. They can and should be a 
very valuable tool to encourage both 
management and worker personnel to 
find a better way. However, when a 
job which has been done the same way 
for years is filmed and shown to a group 
of people in a darkened room with the 
critical operations magnified in closeup 
shots, defects become immediately ap- 
parent. Here is a danger point! Make 
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criticism constructive, not destructive. 

One way to sabotage a methods im- 
provement program is to have a time 
study man re-rate jobs shortly after mo- 
tion picture studies are made and with- 
out substantial methods changes. In 
general, motion pictures should be used 
without any criticism of the previous 
method because the sole purpose is to 
improve the operation. The showing 
of “before” films should be limited to 
personnel involved in the operation and 
to those immediately responsible for the 
method. 

After an improved method is worked 
out and installed, it is a different situa- 
tion. The “after” film, along with the 
“before” picture can become a means of 
recognition and praise for all who helped 
make the improvement. Such a film can 
be shown to all personnel in the or- 
ganization to educate and_ stimulate 
others to improve their own operations. 

Getting back to collating — sales 
manuals, in a short time the work sim- 
plification cameraman made a date to 
film the new method. Again the opera- 
tor was contacted and arrangements 
made for light and camera locations. The 
work simplification investigator mean- 
while consulted Mrs. Bonnevier to work 
out with her the details of the savings, 
in order to complete the project re- 
port. (See page 64). 

The “after” section of the film was 
soon shot and after processing was ready 
for splicing and editing. Normally 3 
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The breakdown of complete costs for this 
400 ft. (12 minute) sound and color film is as 
follows: 


“Before” picture .. 3 hrs. shooting time 
co ge eS ares x4 rob 
Miscellaneous 

Conference . 

Editing .. 

Script .. 

Recording 

Making Charts Dey 

At $2.40 per hour 31.5 hours—$75.60 


Other departments disturbed due to movie: 


Central Duplicating 8 hrs. 
Conference— 
6 people 0.5 hrs. ag 
At $2 per hour 1! hrs.—$22.00 
Film cost: 
500 ft. @ $7.63 
40 ft. titles @ $.10 ft. 
400 ft. Soundstriping @ .035 . 


$38.15 
4.00 
14.00 
$56.15 
$153.75 


With an out-of pocket cost of $154, an esti- 
mated net savings of $896 will be realized the 
first year. It is estimated that savings for 
each succeeding year the procedure is fol- 
lowed will be $1,500. (See page 64.) 


Total out of pocket cost 





or 4 before and after films are made 
into a B & H Work Simplification news- 
reel film complete with magnetic sound 
track added. The films are shown to 
supervisory work simplification groups 
and during lunchhours to all personnel 
in the movie room adjacent to our main 
cafeteria. Because this particular film 
was a dramatic example of the “work 
smarter, not harder” slogan, it was de- 
cided to submit it, under the title “Col- 
lating Sales Manuals,” to the Industrial 
Management Society as our entry in the 
methods improvement competition for 
1952. 

After rough editing it, the cameraman 
screened the film and timed each scene 
with a stopwatch. On the basis of two 
words a second, he then wrote the narra- 
tion and re-edited the film, cutting the 
overlong scenes. The next step was to 
send the film to our Soundstripe labo- 
ratories for the application of a mag- 
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netic stripe along the edge of the film. 
On this stripe a magnetic sound track 
would be recorded. Upon its return the 
film was ready for recording and im- 
mediate playback. Recording was done 
by speaking into the microphone as the 
picture was projected by a Filmosound 
202 magnetic recording projector. An 
ordinary record turntable was used for 
musical background. 

The cameraman can and usually does 
do his own narrating. If he makes a 
mistake, he merely backs up the projec- 
tor and records again, erasing the old 
sound as the new is recorded. In 3 hours 
the sound track was recorded, played 
back to check the sound quality and ap- 
proved as complete. 

Prof. Herbert Goodwin of Massachus- 
etts Institute of Technology has stated 
that the charted curve of effectiveness of 
a work simplification program in any 
organization is equivalent to the charted 
curve of that company’s use of films in 
the program. To some extent it almost 
seems that the motion picture effort is 
the work simplification program. The 
greatest advantage accruing from the 
intelligent use of movies in a work sim- 
plification program is their power to 
stimulate and educate the whole or- 
ganization to a new awareness and in- 
terest in methods improvement. 


$$ 053 


RED CROSS FUND 
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A Classification Coding System 
For All Paperwork 


M. F. ALLSMAN 
Methods Analyst, Washington, D. C. 


APERWORK is cumbersome and 

complicated. Business and govern- 

ment are attacking the problem with 
a view toward streamlining and simpli 
fying it. Best success is being obtained 
where an analysis is made of large op- 
erations on the same subject. Paper- 
work is so complex that various areas 
are specialized programs in themselves, 
such as subject files, forms, reports, pub- 
lications, procedure manuals, job series, 
technical files and libraries. Specialists 
in these areas are working on selected 
large operations. Thus we have special- 
ists working toward combining and 
simplifying forms, another person or 
group working on reports, another on 
publications, another on procedures, an- 
other on job descriptions, another on 
correspondence files, ete. This work to 


improve paperwork may be on as many 
different subjects or funetions as there 
are areas of specialization. To get 
these same groups working on the same 
subjects at the same time would be de- 


sirable. The handicap may be at- 
tributed to a lack of coordinated diree- 
tion but the major drawback is that 
these paperwork areas have no common 
denominator. . 

In assigning a common denominator 
for all paperwork of a business, we 
make it easier for methods personnel 
to outline and pursue a plan for paper- 
work improvement. But far more im- 
portant, we make paperwork easier to 
use. We can automatically eliminate 
hours of clerical and professional time 
now being spent in trying to put to- 
gether related paperwork which is as- 
signed unrelated numbers. To _ illus- 
trate the present need for correlating 
paperwork, let us look at an actual 
incident from my experience. I don’t 
believe it is uncommon; you have prob- 
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ably encountered similar happenings. 

The boss and I received a eall from 
our front office to discuss a pending 
problem. We immediately went to get 
our information and instructions. Top 
management was requesting additional 
data on a fairly new report. We 
studied the report form and reviewed 
the information we had previously fur- 
nished. During the discussion some 
questions were raised as to the original 
intent of some of the items on the re- 
port form and just where we could 
improve the information we had been 
reporting. So Mr. Big, using the in- 
tercom, asked his private secretary to 
bring in the directive’ which required 
the report in the first place. 

This was a welcome lull and common- 
places were bandied about while we 
waited. There was work to be done, 
however, and the lull was getting to 
that uncomfortable point. Another 
squawk on the intercom brought the 
secretary in. She stated that she and 
her assistant (who had charge of Mr. 
Big’s immediate files) had been dili- 
gently searching for the past 30 min- 
utes and could not find the directive. 
The seeretary who had been around 
for many years suggested that we wait 
while she called the top office which had 
issued the initial directive. Fifteen 
minutes later she came back to report 
that the issuing office had been unable 
to lay their hands on a copy but that 
a search was being made for it in their 
extensive files. 

We returned to our desks and more 
than two hours later we were called back 
to review the directive which had finally 


Note the thinking of three methods men on the 
closely related problems described in this article 
and the articles starting on pages 71 and 76.—-Ed. 
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been located and dispatched to Mr. Big 
via special messenger. The directive 
had been given only a select, limited 
distribution so our own files had yield- 
ed nothing in the interim. These offices 
were not inefficient; they lacked good 
systems for their paperwork. 

That evening I made a little sum- 
mary of the costs of the situation that 
morning. I tried to figure the time ac- 
tually wasted because the firm did not 
have a good system for issuing direc- 
tives and for relating the directives 
with the report form. (Since that time, 
a new system has been adopted.) The 
score sheet which I developed, looked 
like this: 

PERSON CONCERNED: TIME: SALARY COST: 


Mr. Big Min. $ 5.34 
My Boss Min. 3.90 
Myself Min. 3.85 
Mr. B’s Secretary 1 Hr., 30 Min. 3.65 
Mr. B’s File Clerk 1 Hi., 30 Min. 2.46 
Our Clerk 40 Min. 1.02 
File Supervisor 5 Min. on 


File Searchers, (2), 4 Hrs. 5.68 


Special Messenger 15 Min. .22 
8 Hrs., 30 Min. 


TOTAL COST $26.63 


Such situations are not unusual in 
offices and too many times we do not 
take corrective action. The example 
above consumed over one man-day to 
do a job which a good clerk could have 


done in two minutes if there had been 
an efficient, effective system for paper- 
work. The firm had spent $26.63 for 
a five cent job. Without effective 
correlation of related paperwork we are 
not only building up costs but also di- 
verting manpower into non-productive 
channels. Are you wasting time looking 
for and correlating papers instead of 
putting energy in productive work? 

All who use paperwork are taxed 
with remembering a series of unrelated 
numbers. But the numbers assigned 
to the various major types of papers 
are easier to remember than the formal 
—and sometimes formidable—titles of 
publications, reports, forms, individual 
instructions, ete. How much easier 
it would be if all paperwork on one 
subject or function were assigned the 
same major subject number. We can 
have a system which will group related 
papers automatically. 

The solution for getting all related 
paperwork together is first to devise a 
system of subject classification, tailored 
to meet the functions of the organiza- 
tion. Second, develop a numbering 
scheme for the subjects, varying addi- 
tional identification for major types of 
papers. Third, work out and follow a 

(Continued on page 160) 


Interior in the new 
office building of the 
rubber flooring divi- 
sion of American 
Biltrite Rubber Co, 
Trenton, N. J., show- 
ing the company's 
flooring with Shaw- 
Walker Work-Or- 
ganizer Desks and 
Correct Seating 
Chairs installed by 
A. W. Gill & Co. 
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A Flexible Indexing System for 
Subject File Classifications 


LESLIE C. BARIDON 
Industrial Engineer, Meredith Publishing Co., Des Moines. 


AS it under “contracts”? Was it 

“shipping” or “transportation”? 

Or was it under “legal depart- 
ment’? These are the kind of questions 
that drive the file clerks batty and make 
filing experts agree that subject files are 
the nastiest problem they have. In 
searching for the solution to the prob- 
lem of filing standard procedures in 
our industrial engineering department, 
we have found that this is particularly 
true whenever there is more than one 
logical way in which a major classifica- 
tion of materials could be made. For 


example, a recent book on the prepara- 
tion of procedure manuals suggests the 
following possibilities for major break- 
downs: 

1. By major topic. 

2. By form. 


3. By department or individual. 
4. By operation. 
To these we might also add: 

5. By product. 
And we have seen 
by date of issuance. 

A similar condition may easily exist 
with relation to other types of files. 
For instance, a purchasing department 
reference file might be classified: 

1. By vendor. 

2. By kind of material. 

3. By product for which the material 
is used. 

4. By department or operation in 
which the material is used. 

Or a sales department permanent file 
might be classified : 

1. By product. 

2. By customer. 

3. By salesmen. 

4. By territory. 

On the surface it might appear that 
classification of files under any of these 
groupings could be made to work satis- 


procedures _ filed 
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factorily. With very simple material, 
it eould. However, as the material it- 
self increases in complexity, the prob- 
lems of classifying, filing and finding 
the material multiply in geometric pro- 
portions. To file a procedure having 
to do with only one subject and to find 
it again when it is needed is simple, 
provided the terminology used in re- 
ferring to that subject is constant and 
universally understood, but unfortunate- 
ly these conditions seldom obtain. 

A recent, fairly short, procedure pre- 
pared by the industrial engineering de- 
partment at Meredith’s referred to op- 
erations performed in the advertising 
sales, advertising order handling, edi- 
torial, scheduling, one clerical, and 
seven manufacturing departments. It 
involved covers, inside pages, index 
page, copyright notice, mailing list, 
printing and assembling, and the compli- 
mentary copy list for one of our mag- 
azines and included reports to be made 
to the Post Office Department. It would 
have been easy to file under the main 
topic, but if someone at a later date 
should want to find all procedures hav- 
ing to do with complimentary copies, 
for instance, this one would not be 
found unless someone happened to re- 
member the reference. To attempt to 
cross index such material under all 
possible subjects in the ordinary sub- 
ject file would be a prodigious job, par- 
ticularly when some of the subjects are 
commonly referred to under more than 
one name. 

Our study of this problem led us to 
the discovery and development of a 
subject filing system so simple that 
we wonder why we didn’t find it sooner. 
To our knowledge, this system has not 
been previously applied to ordinary 
office files. Despite its simplicity, it 
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—*ccounting 

~ advertising 

—_sgents 

ie conditioning 

~ airplane 

~~ annuals 
~_ert 
assembly 
__ automobiles 

H&G 

billing 
~ bleed 

boilers 
~ book, bklts., 1flts. 
~ budgets 
building 
Cafeteris 
cameras 
cartons 
case-bound 
casting 
chemical 
Chrome plating 
circulation 
cir. clerical 
club 
code 
collating 
color 
committee 
communications 
complimentary copy 
complaints 
composition 

conference rooms 
soc ected 
construction 
contracts 
control 
copyrights 
correspondence 
costs 

cover 
_ cutters 

deductions 

delivery 

depreciation 

duplicators 

editorial 
electric 





PROCEDURE SUBJECT CHECK LIST 


__ express 
“files & filing 
~ finishing 
firemen 
~ fire protection 
~ Five-star 
™~flat-bed 
forms 
four & five-color 
furniture 
__freight 
__ bas 
__ general 
__Hand Bindery 
~ heating _ 
holiday ~ 
Home plans 
IBM & tabulating 
Imprint 
incoming 
index 


% 


inquiries 
insert 
inserting 
inside 
inspection 
instrument 
insurance 
interoffice 
investment 
janitor 
job orders 


LL 
oe 


~ letterpress 

~ library 

~~ lights & lighting 
~ lists 

™~ local 


mecsenger 
‘erecith Engineering 
net 1 
nicrofilm 
mold 
movie 
Liyltilith 
music 
newsstand 
office 
offset 
one-color 
order handling 
out-going 
outside 
overhead 
oversize 
overtime 
packaging 


tents 
tterns 


__payable 
payroll 


msions 
rsonnel 
__ photograph 
lans 
__Plant protection 
__plaetic 
__Pis tes 
stage 
__Post Office 
er 
progressive 
~ projectors 
romotion 
oofreading 


~ loading & unloading __ proofs 


“lounge 
~Mechine Bindery 
_mail 


“mail opening 
makeready 
make up 
manufacturing 
marked copies 


BE 
s 
4 
b 
& 


material handling 
mechanical 
medicel 
merchandising 


__public address 
urchasi ng 
quality 
“quantity 
“railroad 
~~ receivable 
“records 
~refolds 
regular size 
rental & leases 
repair & maintenance 
__research 
“revenue 
ring bound 


roller 
rotury 
Seles 
salva.e 
schedules & scheduling 
schemes & scheming 
school 
second-class 
seniority 
sheet-fed 
shell 
silk screen 
single 
Space 
Speedaumat 
Speeds 
split edition 
icstandards 
stencils 
stitchers 
stockrooms 
storage 
subscription 
SUCCESSFUL FARLING 
__5F Circ. Co. 
“suggestions 
upplies 
taxes 
telegraph-teletype 
telephone 
television & radio 
test kitchen 


g 
S 


third-class 
three-color 

trademarks 
traffic-transportation 
training 

transfers 

travel 

trimmers 

truck 

— 


Pitt 


3 


oeeithens 


Hy 
a 


typogra ph 
unions 
vacations 
warehouse 

wa tchnen 
water 

waste 
web-fed 

zone analysis 








Fig. |. Duplicated check list of frequent subjects in procedures. 


offers complete flexibility of subject clas- under which any item may be indexed 
sification with no limit to the number and no limit to the number of items 
of subjects or combinations of subject which may be indexed under one subject. 
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The following description shows how 
the system is applied to our master pro- 
cedure files and it could be easily 
adapted to other material. 

Each procedure is arbitrarily as- 
signed a serial number when issued, 
under which it is finally filed. At- 
tached to the master copy of each pro- 
cedure is a check list (pre-printed) of 
subjects commonly referred to in our 
procedures (Fig. 1). The engineer 
who writes the procedure checks all sub- 
jects on the list covered by the pro- 
cedure and writes, in the blank spaces 
provided, any unusual subjects not in- 
cluded on the check list. Emphasis is 
placed on making this as complete as 
possible so that the procedure can al- 
ways be located, no matter what phase of 
its subject matter may be the basis of 
inquiry. 

The key to the system is a set of 
finder cards. For this purpose we use 
IBM 5081 stock tabulating cards (Fig. 
2) although this is not essential as other 
eards could be designed for the pur- 
pose. However, the IBM cards are in- 
expensive and do the job well. A card 
is placed in the finder file for each 
item on the check list and for each ad- 
ditional item written in on any proce- 
dure. This subject is typed in the 
top margin of each card and the cards 


Better Homes & Gardens 


POCHORODOOK SLE O ONDE SHCe OLE RHO Hoe ODOT TDHOoUGO RHO ROO TODD ONS 


| [PERRO SOG) COUR ROO RR Cee Re eee eee 
@22222222722222272272272 
992233333332323333 


Gers csaeeecaccraaas 


Q]issSSSHHssSssssssssssgssssssssssasssgs: 


CPSRCRERHRASCER EEE EESS 


PESSAERGEHEPEEEERE RE RHEKE RS ERR ASHE HE Te 


999999999999999999999999999999990299999999988999999 
CRItEESE OM BN YU ERRH RO RAREEMPOP RRP SAT BRE KERR EMS 


GEVVEDTRGEETY 


are filed alphabetically. 

The digits from 0 to 9 are printed 
in 80 columns across the card and the 
columns are numbered. In this system, 
the digits in each column are used to 
represent the units position of a proce- 
dure serial number; the column num- 
bers represent the tens and hundreds 
position. Example: a 4 in column 63 
represents serial number 634. 

When a serial number is assigned to 
a new procedure, the file clerk removes 
from the finder file all the subject cards 
for the items marked on the check list 
as pertaining to that procedure. Using 
either a deep-throated hand punch or 
an IBM ecard punch, she punches a 
hole in the position representing the 
serial number of that particular pro- 
cedure. In this way any number of 
procedures within the serial number 
range from 10 to 809 can be indexed 
on any one or any group of finder 
eards. If the total volume of items 
to be filed exceeds 800, the system is 
expanded by adding additional sets of 
finder cards and numbering each set to 
represent the thousands position of the 
serial number. Serial numbers below 
10 and above 809 are omitted in each 
group of one thousand serial numbers. 

To demonstrate how the system works, 
let’s consider a few theoretical proce- 


GN9GTFOCHHDHHOT ACOSO Rs 


tread 


$444464444444440495484 
$559559535 

EGGS EEEEEEES SSEEEGCEGEOEEBES 

PPPIVIIF7 

ECRERBLGKESERERRES 

99999999359999999999999999909 
eee t RHRBa2raune ? * » "oe 


1 Bet 


Fig. 2. Stock tabulating cards are used to cross index material. 
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dures. Assume that the subject cards 
listed under the following procedure 
numbers have been punched with those 
numbers : 


11. Better Homes and Gardens 
Successful Farming 
Cover 
Paper 
Standard 


Size 


. Better Homes and Gardens 
Successful Farming 
Cover 
Paper 
Standard 
Cost 


. Books 
Paper’ 
Standard 
Cost 


. Better Homes and Gardens 
Subscription 
Order Handling 
Credit 
Billing 
Stencil Files 


. Better Homes and Gardens 
Subscription 
Stencil Files 
Changes 
Order Handling 
Typograph 


. Better Homes and Gardens 
Successful Farming 
Trademarks 
Art 
Editorial 
Composing 
Patent Office 
Titles 


Covers 


. Successful Farming 
Better Homes and Gardens 
Books 
Copyrights 
Editorial 
Legal Department 
Patent Office 
Sample Copies 


Now assume that someone asks to 
see all procedures having to do with 
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Better Homes and Gardens. This one 
card would be removed from the finder 
file and would be found to be punched 
for numbers 11, 12, 14, 15, 16, and 
17. If the request were more specific, 
as Better Homes and Gardens Covers, 
we would remove the card for “cover” 
and superimpose it over the one for 
Better Homes and Gardens. It would 
then be seen that the cards have com- 
mon punches for numbers 11, 12, and 
16. If we are asked for Better Homes 
and Gardens cover paper standards, we 
also pull the cards for “paper” and 
“standard” and, superimposing again, 
find that we now have common punches 
in all eards for numbers 11 and 12. If 
we add still another subject limitation 
of “cost”? we find only one common 
punch, number 12. 

In the same way it will be seen that 
removing other single subject cards 
would locate procedures having to do 
with those subjects as follows: 


Changes ... 
Composing 
Copyrights 

Cost 

Cover 

(| Ree rae aay 
Editorial .. 

Legal Department . 
Order Handling 
Paper . 

Patent Office ..... 
Sample Copies .... 
Size ee artes 
Standard 

Stencil Files 
Subscription 
Successful Farming 
Titles .. 

Trademarks 
Typograph 


As before, the selection of additional 
related subject cards and superimposing 
them on the original will limit the num- 
ber of procedures to be pulled from 
the serially numbered files to the exact 
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Put these Burroughs extras 


to work for You... 


Just take a good look at these extras that make 
Burroughs adding machines easy to sell to 
your customers . . . and you'll see why it’s 
smart business to be a Burroughs dealer. 


SUBTRACTION AS FAST AS ADDITION @ TOTAL OR SUB-TOTAL WITH 
ONLY ONE KEY STROKE @ ZEROS PRINT AUTOMATICALLY — SAVE 
30% OF FIGURING TIME @ LISTINGS AND TOTALS ALWAYS VISIBLE @ 
KEYS AND MOTOR BAR CAN BE DEPRESSED SIMULTANEOUSLY FOR 
EXTRA SPEED @ KEYS DEPRESSED IN ERROR EASILY CORRECTED BEFORE 
AMOUNT IS PRINTED @ NARROW FORMS CAN BE INSERTED IN THE 
CARRIAGE FOR DIRECT LISTING AND TOTALLING @ CLEAR SIGNALS 
INSURE POSITIVE MACHINE CLEARANCE @ COMPACT, MODERN 
APPEARANCE @ LIFETIME ACCURACY—PROVED BY BURROUGHS’ 
67-YEAR RECORD OF SERVICE TO BUSINESS 


Other exclusive Burroughs “extras” available to you include the facilities of Burroughs 
factory-trained service organization to handle your service jobs . . . powerful, con- 
sistent national advertising . . . and a complete merchandising service. 


Thousands of dealers have already taken advantage of the profit making opportunity 
the big line of Burroughs adding and cash registering machines represents. How 
about you? Get all the facts from the Burroughs factory branch office nearest you, or 
write to Burroughs Adding Machine Company, Detroit 32, Michigan. 


4 
WHEREVER THERE'S BUSINESS THERE’S Burroughs 
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procedure or group of procedures de- 
sired. 

nr 4 

There now remains but one problem: 
cancellation or superseding of proce- 
dures. When this occurs, the master 
copy of the procedure to be cancelled 
or superseded is removed from the files 


with the original subject checklist at- 
tached. All subject finder ecards indi- 
cated on the check list are selected and 
a red circle is drawn around the num- 
ber punched for that procedure to in- 
dicate, in case of future look-up, that 
it is no longer in effect. 





Coding Office Forms for 
Procedural and Statistical Control 


DANIEL L. GRANT 
Tecco Systems Co., New York. 


HERE are two codes applicable to 
office forms. They are unrelated as 
to structure. Each ean be serviceable 

without any dependence upon the other. 

But they are most productive when 

both are used at the same time and 

when there is proper coordination and 


clarity on the part of those using them. 
One is a printing code, for guidance 
in orderly and economic buying of of- 


fice forms, stationery and related sup- 
plies. (I use the word “buying” in its 
generic sense and include forms pre- 
pared or manufactured on the premises 
by duplicating methods, as well as those 
obtained from stationers and printers.) 

The other code is a functional code 
of office forms. The value of this code 
is two-fold. It is serviceable in office 
supervision but this, however, is inci- 
dental. Its basie value resides in its 
usefulness as a method of studying 
paperwork procedures, flow of work, 
work pace, mechanization, organization 
and related factors. Fundamentally, it 
grew out of the effort of the engineer 
to bring to the consideration of office 
problems the same objective, measur- 
able treatment which he accomplishes in 
production, transportation, warehousing 
or distribution problems. 

The practical utilization of these two 
codes depends upon two related factors. 
The first is an adequate forms number- 
ing system. The codes are not num- 
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bering systems, do not replace them 
and, except in the simplest cireum- 
tances, neither code and form number- 
ing can be combined in one system 
which will adequately serve the needs 
of both. 

To apply the functional code, office 
forms must be not only numbered, but 
each part thereof must be numbered 
or identified. Modern office machinery 
and methods has induced the combin- 
ing of several forms into one, pro- 
duced at a single writing. From the 
standpoint of the printing code this 
packet may be a single form. From 
the standpoint of the functional code, 
a single form may have as many as a 
dozen functions; four to eight functions 
from a single writing are commonplace 
in today’s practices. 

Each code depends for its greatest 
effectiveness upon another related ac- 
tivity; namely, an adequate purchase 
and supply procedure. There are many 
aspects of this subject but the common 
denominator of interest for both codes 
is to establish satisfactory inventory 
controls, particularly a record of the 
rate of use (the actual rate of con- 
sumption and the department or point 
of consumption). (“Disappearance” 
from inventory may be, and usually is, 
another matter.) A record of the rate 
of usage of forms provides the analyst 
of office methods and systems with a 
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. - . another Borroughs Flexi Product 
that's in a class all by itself! 


LIBRARY SHELVING 


with sliding shelves and 3,” vertical adjustment 


This new “Flexi” product is just what thou- 
sands have been waiting for. Its many exclu- 
sive features put the practicability of this 
shelving in a class all by itself. Whether you 
are a dealer or a consumer, write Joe Davis, 








sales manager, for more facts. 


--ehere’s value plus 


Sliding shelves—adjustable without bolting 


3 heights — 42”— 84”— 90”. . . shelves 9” 
deep . . . width of unit, 36” 


Obtainable in single or double-faced units, 
with open or closed backs 


All open back units have rear book stops 
No unsightly cross-sway braces 
1-piece bottom 


1-piece double-faced end panels 





Cornice tops 


Packaged for easy, space-saving storage. 
Easy to assemble 


And they are quality built . . . let us tell 
you more 


PAOUDULTS 


BORROUGHS MANUFACTURING COMPANY 


r A . 


3002 NORTH acl KALAMAZOO, MICHIGAN 
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Ease of Operation! Quality reproduction! Perfect Performance! 


“That’s why we switched to the 


GRAINLESS ALUMINUM makes the 
difference! 3M Plates: 1. deliver finest 
quality printing 2. won’t oxidize 3. per- 
mit easy additions or deletions 4. are 
convenient and safe to store 5. deliver 
perfect re-runs. 


eee eS eee 


Minnesota Mining & Mfg. Co. 
Printing Products Division Dept. O33 
St. Paul 6, Minn. 


[_] Send FREE samples of work done by “3M” 
PHOTO-OFFSET PLATES plus full information 
and price list. (I'd like to make a date to see 
the 3M" Plate.) We do [_] do not [_] make 
our own plates. No. and type of presses. 





Ts scene coir cme ins en ‘cna coin mis extn inh ince ease entmin init 


3M photo- 
offset plate...” 


(Pictured: Mrs. Marion Lemke, operator 
Red Owl Stores printing department) 


*‘We have been using your 3M Plate 
since its introduction two years ago,”’ 
says HAROLD BEGGS of Red Owl 
Stores, Inc., ‘‘and during that period 
have consistently had excellent re- 
sults. Probably the biggest advantage 
to us, in our printing department, is 
its ease of operation under all condi- 
tions, even excessive humidity. 

“This, plus the amazing quality of 
reproduction we get on all types of 
copy (which includes runs up to 60,000 
impressions), have made us constant 
users of your plates.” 

Grainless aluminum 3M Plates will 
do the same for you. Instruct your 
plate maker to furnish them on your 
next job. 


Available in following sizes for duplicating presses: 


DAVIDSON —10” x 16” Straight Cut. 16” x 
17%” Straight Cut. 


MULTILITH—10” x 15” Pin Bar. 10” x 15” 
Straight Cut. 10” x 15%” Serrated. 112” x 
20%" Serrated. 152” x 202” (Std.) Serrated. 
204%,” x 201%” (L.D.) Serrated. 


Also available in larger sizes for lithographic presses 


Pre-sensitized All-Aluminum 


PHOTO-OFFSET PLATES 


MADE BY THE MAKERS OF ‘‘SCOTCH’* BRAND CELLOPHANE TAPE 


Made in U.S.A. by MINNESOTA MINING & MFG.CO.,St. Paul 6, Minn.—also makers 
of “Spherekote” Brand Tympan Coversand Frisket Pa vers," ‘Scotchlite Reflective Sheeting, 
“Scotch” Brand Pressure-Sensitive Tapes, ‘“Scotch’’ Sound Recording Tape, “‘Underseal 
Rubberized Coating, ‘‘Safety-Walk” Non-slip Surfacing, “3M” Abrasives, 3M Adhesives. 
General Export: 122 E. 42nd St., New York 17, N. Y. In Canada: London, Ont., Can. 
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va.uable tool for making objective 
studies which are more accurate than 
estimates based on less objective fac- 
tors however conscientiously they may 
be obtained. 

Machines—which are the instruments 
of production—are impersonal. In the 
office, people and personalities (not ma- 
chines) predominate. The analyst must 
obtain accurate factual data. * This is 
difficult to accomplish once subjective 
factors have entered the picture. Sta- 
tistics of forms usage supply valuable, 
impersonal information.. If such sta- 
tistics are created and preserved in the 
normal course of operations they pro- 
vide permanent material for studies 
which may arise in the future. 

The primary objective of the printing 
code is to guide the purchasing agent 
in the acquirement of forms, the main- 
tenance of minimum economic inven- 
tories and in reducing the direct costs 
of forms. For a long time this objec- 
tive was passed over as relatively un- 
important, but now that we are begin- 
ning to realize that from one-fourth to 
one-half the cost of office forms and 


supplies can be saved, the importance 
of the subject can be no longer denied. 


New offices at the 
West-Southwest Se- 
wage Treatment 
Werks of the Chi- 
cago Sanitary Dis- 
trict in Stickney, IIl., 
are equipped with 
desks, tables and 
files made by Invin- 
cible Metal Furni- 
ture Co. 
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On its own account, therefore, the es- 
tablishment of the printing code, and 
the accomplishment of the necessary 
supply procedures, is worth while ir- 
respective of the other considerations 
here discussed. 

To penetrate through the difficulty 
of coding the functions of office forms, 
it is necessary to wrest our thinking 
away from the significance of form 
numbers or the purchase and supply 
problem. We might ask, “Just what 
do we mean by ‘office forms’?” In 
what does the title rest? Actually, 
“form” refers to a printer’s technique 
and probably derived from the time 
when the. stationery was sent to the 
printer for preparation of the blanks 
to be used in the office. The metal 
chase containing type for a letterpress 
is called a form and is locked before 
placing it on the press to produce the 
impressions required. The final prod- 
uct took the name of the printer’s 
technique and became known as “form.” 
This has little to do with an office. 

Perhaps our problem could be better 
stated as “the coding of the function 
or functions which information entered 

(Continued on page 135) 





Develop Enthusiasm in Workers 


H. J. COHEN, Manager, Accounting 
Dept., Standard Motor Products, Inc., 
Long Island City, N. Y 

The biggest present-day challenge con- 
fronting office management lies in the pro- 
ductivity of the individual employee. While 
much has been said and written on the sub- 
ject, I believe that this field is still open 
for further investigation and action. It is 
only in a limited number of organizations 
that you will find maximum productivity 
emanating from the individual. 

Within each person it does appear that 
there are two potentials. One is the aver- 
age potential which is produced merely by 
doing “exactly what is required.” The 
second potential is that which comes with 
enthusiasm. It would take considerable 
technique and experience to develop the 
latter potential. The productivity that can 
be derived from within the person is a 
force of greater magnitude than mechanical 
technique. I believe that the human rela- 
tions equation should come under the 
closest scrutiny of management now that so 
much has already been done in the field 
of mechanical advancement. 


Improved Systems Need Less Help 


GRETE SCHIODT, Office Manager, 
Marcal, Inc., Chicago 


We first looked to our systems to see if 
any improvement could be made to make 
them work more efficiently and more 
smoothly. The first system to be reviewed 
was our accounts receivable. We had been 
using visible index ledger cards, with sepa- 
rate sales journal, hand posting, and check- 
ing of postings and balances only once a 
month. It was evident that there was a 


large margin of error inherent in our sys- 
tem. We also found that we were very apt 
to get behind in our work. Since we did 
not feel that our operation was sufficiently 
large to warrant machine accounting, we 
did the next best thing. Our current sys- 
tem still makes use of the visible index 
ledger cards, and daily posting is done in 
conjunction with the sales journal and cash 
receipts journal. Our sales analysis is also 
incorporated in the system. With one writ- 
ing we are able to make up all these records 
and are assured of a daily balance of our 
accounts. The margin of error has been cut 
to a minimum and a great saving of time 
has been realized. 

In addition to the usual copies of in- 
voices we have had invoices made up in 
snap-out forms with extra copies for co- 
operative advertising records and for 
commission statements. Where we formerly 
manually entered each invoice in our 
broker's commission records, balanced them 
at the end of the month, and then typed the 
commission statements, we now place the 
commission copy of each invoice in a folder 
set up for each broker, and the amount on 
which commission is to be paid is circled. 
We are able to balance these records 
several times a month, and at the end of 
the month the commission statements are 
typed right from the invoice copies. This 
method has also saved considerable time 
in handwriting and other ways. 

Formerly our cooperative advertising had 
to be checked back against our sales records 
to determine the quantities on which ad« 
vertising was due. We now use the addi- 
tional invoice copy which is attached to 
each advertising contract. When the ad- 
vertising period is terminated, we have only 
to recap the items shown on the attached 

(Continued on page 128) 


Tue Orrice—March, 1953 





WONG 


SAVES DOLLARS 
FOR PENNIES 








because wasted minutes are costly. 


Save money by using smooth-writing 
MONGOL pencils that stay sharp longer 
and require fewer trips to the pencil 
sharpener. Try them and you'll appreciate 
the difference between MONGOLS and 
just ordinary pencils. 


She Business Pencil 
of the World / 


since 1849 


TRADEMARKS REG. U.S. PAT. OFF 
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Merchants’ Credit System 
Can Promote Bank’s Business 


for banks was presented to Le- 

Febure representatives and people 
from local banks at the annual Le- 
Febure training conference in Cedar 
Rapids, Iowa. Merchants who ordinarily 
have done business only on a cash basis 
ean sell for credit and the bank agrees 
to purchase these accounts receivables 
on discount basis. The merchant opens 
a commercial checking account with the 
bank. An agreement assures both the 


A REVISED merchants’ credit plan 


customer and the bank that exchanges 
and returned merchandise will be treated 
to eliminate any dispute over purchases. 

After a merchant and the bank sign 
an agreement, the bank furnishes all 
forms, including applications for credit 
to be used by customers. Before a cus- 
tomer is entitled to use credit, the bank 
approves his credit rating and controls 
the purchase limit for each customer. 
If a bank signs a dealer who already 
has credit customers, the bank will still 





ANY PROGRESSIVE BANK 
EVERYWHERE. US A 


Consumers Credit Plan 


CUSTOMER'S 
SIGNATURE . 


ANY PROGRESSIVE BANK 
EVERYWHERE. US A 


Consumers Credit Plan 


CUSTOMER'S 
SIGNATURE 





expires Jan. 31, 1953 
JOHN A. SMITH 


JOHN A. SMITH 
4852 West Madison 
Chicago, Illinois 





expires Jan. 31, 1953 
JOHN A. SMITH 18-015 


MAIL CHECK TO 


ANY eS + ahaa 
EVERYWHERE. U 


Consumers Credit “Plan 


BILLING DATE 


Jan. 31, 1953 


AMOUN 
oF CueeK ss 





PURCHASES PAYMENTS 


RETURNS 


BILL CLOSING No. OF 
RAT 4 ITEMS 


| 
BALANCE OUE 


























ENIENCE 
on THE ABOVE 
STATEMENT IF THERE IS AN INGUIRY ABOUT ANT (TE 


“VALIDATED 


‘id NO. 1006 





caer —y Dare ‘ame. emcuowen pease passant ‘lwam — "vme 


ACCOUNTS ARE ove  worrneine 10 SAYS ArTER THis CLOSING Dé BATE 4 Al CHECKS 
FOR YOuR conv! ORAFTS AND COVERING TRA. 


ANY PROGRESSIVE BANK 
EVERYWHERE, U SA 





LE PERURE CORP. CEOAR RAPIO® “J 





lf the custome- 
maintains his good 
credit standing, he 
receives his next 
month's credit card 
attached to his 
monthly statement 
from the bank. If 
the customer falls 
seriously behind in 
his payments, the 
bank stops his credit 
by detaching the 
credit card before 
mailing and with- 
holds it until cus- 
tomer brings his 
payments up to date. 
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“My boss and | both 
appreciate the time 
saved since we started 
using Micrometric” 


says 
LaVerne C. Campbell, 
Executive Secretary 
to Mr. Bonbright, 
Vice President 
in Charge of Finance, 
and Treasurer of 
Capitol Records,Inc., 
Hollywood, California 





Successful secretaries like Mrs. Campbell 
are busy women! That's why they appreciate 
the numbered scale edge, an exclusive 
feature of Webster's Micrometric. The scale 
edge measures the typing space left on a 
page -—- ends "running over" and makes per— 
fect placement easy. 


Webster's Micrometric increases office ef= 
ficiency. Impressions are clear and clean 
-—- and every secretary appreciates the way 
the uncoated scale edge keeps her fingers 
smudge—free. 


You'll find a Webster's Micrometric weight 
for:all office needs. It costs no more than 
any good quality carbon paper. See the com— 
plete line of Webster carbon paper, type— 
writer ribbons and duplicating supplies at 
your stationers. 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge 42, Mass. 
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Overcome Your 


Distance Problems 


J 
¢ 
. 
a 
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o 
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mee” 


DISTANCE TYPER 


@ This remarkable new machine by Robo 
typer operates with two or more type- 
writers at any distance on your premises 
where a small cable can be run. 


@ Any typist can operate this simple Dis- 
tance-typer to transmit data & simultane- 
ously create forms or records at distant 
points. 


@ Distance-typer operates with ordinary 
electric typewriters without alteration. 

@ Distance-typer makes regular carbon 
copies. 

@ Remote slave machines can be acti- 
vated or deactivated from control buttons 
at the master. Get the complete facts and 
see how Distance-typer can save time and 
money for your business. 


write: ROBOTYPER CORPORATION 


Room 2-0, Hendersonville, N. C. 


pass on the eligibility of these customers 
before agreeing to take over the ac- 
counts, or take them on a recourse basis. 
Customers may apply for credit either 
at the merchant’s store or at the bank. 
When the customers have been given a 
credit rating, the bookkeeping work is as 
follows: 

A customer makes a purchase in a 
store, presenting his credit card and an 
Addressograph plate previously issued 
him. If the purchase is below the cus- 
tomer’s maximum limit, the dealer makes 
out a sales check and the customer signs 
it. As the end of each day’s business, 
the dealer totals his credit sales, makes 
appropriate entries on a deposit form 
and sends a copy of it, together with 
the sales slips, to the bank. The bank 
verifies the entries, credits the mer- 
chant’s checking account. 
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Another control form used in this merchant's 
credit system. 
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The bank’s accounting procedure to 
handle this business is on a eyele bill- 
ing basis. When a customer gets his 
monthly statement, he also gets a copy 
uf all the sales tickets for the purchases 
he made during the month from one or 
several stores. 

A feature of this plan is its close con- 
trol over credit clearance. A specially 
designed LeFebure accounting form al- 
lows a customer’s credit to be controlled 
from month to month. Initially, when a 


DOES MAKE OVER 40,000 
CHECK MARKS FROM A SINGLE 
INCH OF LEAD! 


‘ 


WHAT’S MORE. ... Verithin’s smooth, flexible lead 
. and its marks won’t run 


takes strong needle points. . 


when wet! It protects your records from water damage. 


*® Eagle Pencil Co., New York ¢ London © Toronto 


soy ERITH 
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customer is granted credit he is given a 
credit card which extends credit for one 
month only. If he maintains good 
credit standing during the ensuing 
month, his next month’s eredit card 
comes to him attached to his monthly 
statement from the bank. 

Should a customer fall seriously be- 
hind in his payments, the bank can stop 
his eredit by detaching the credit card 
before mailing the statement. As soon 
as the customer corrects his past due ac- 


36 


brilliant colors 
10¢ each 


Colored 
Pencils 





count, he is given a new credit card, 
good for one month. 

Experience with merchants’ credit 
plans shows that the capital which banks 
invest in purchasing acounts receivables 
turns over approximately 8 times a year. 
Dealers who use the plan say they have 
more new business and more capital to 
keep inventories high to offer a greater 
purchase choice to customers, and for 
making capital improvements. They have 
no worries from write-off of credit 
losses. 

The general reaction of the public has 


been favorable. Customers like to get 
only one bill a month from the bank 
for their purchases from several stores 
and they like the idea of carrying one 
credit card and address plate, from a 
bank, which is good in a number of dif- 
ferent stores. Banks using the plan say 
there is a good potential for increasing 
their personal checking accounts due to 
new merchants and customers becoming 
acquainted with their bank and services. 
It is expected that personal loan serv- 
ices, thrift accounts and mortgage ac- 
counts will increase. 





OFFICE MANAGEMENT IN GOVERNMENT 





Civil Employee Aititude Survey 


BILL N. TAYLOR 
City Manager, Wichita Falls, Texas. 


N an article entitled Management 

Relations with Public Employees in 

the September, 1950, issue of THE 
OFFICE, we pointed out that manage- 
ment can no longer depend upon its 
own ideas of what employees want and 
that we cannot keep abreast of their 
thinking by picking up random bits of 
doubtful information which trickle up- 
ward through the grapevine. Believing 


in this premise we decided to utilize 
an attitude survey which would provide 
a direct channel of communication from 
the work group to the front office. 
There should be an effective means of 
communication between management and 
employees and between employees and 
management. Employees should be free 
to express their opinions, on matters 
which relate to their working conditions, 


The personnel department tabulating Wichita Falls employees’ answers. 
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Cerio docs Susimess ovr 


PRE-TESTED BUSINESS PAPERS 


There’s a Nekoosa Paper for every office and 

every office need. Ask your paper merchant to show 
you samples of Nekoosa Bond, Nekoosa Ledger, 
Nekoosa Mimeo Bond, Nekoosa Duplicator 

and Nekoosa Manifold. 


ALWAYS LOOK FOR THIS WATERMARK 


NEKOOSA-EDWARDS PAPER COMPANY 
PORT EDWARDS © WISCONSIN 
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ie 
to their supervisors and to the organi- 
zation in general. 

We made up a set of 40 questions 
which concerned: (1) working condi- 
tions; (2) supervision and manage- 
ment; (3) opportunity and job security; 
and (4) miscellaneous items. These 
questions along with an instruction 
sheet were distributed by the department 
and division heads to each employee at 
noon on Saturday. The instruction 
sheet requested that the questionnaire 
be put in an attached envelope, sealed 
and dropped in a box not later than 


Billing office in the 
commercial division 
of the utility depart- 
ment of the City of 
Wichita Falls, Texas. 


the following Monday morning... This 
gave each employee ample time to take 
the questionnaire home with him, if 
he saw fit, fill it out over the weekend 
and return it on Monday. In the 
instruction sheet we asked for their 
assistance and advice in giving us the 
information we needed to improve their 
working conditions. We asked -them 
to answer each question honestly and 
sincerely with complete freedom of ex- 
pression. They were not to sign the 
questionnaire, 
We made no 


attempt to see that 


A view of Wichita Falls’ tax office showing unit tax ledgers. 
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To make your work look better... 
Make You look better... Always use 


NGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 








you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 


Longhorn Carbon is made in the 





exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself-—ask 


: your office manager to buy Longhorn 
\ Ya 
"Nepean 


. 3 Carbon and Ribbons for your office! 
eee WRITER MIGROS a 








Have You Sent for 
Your Copy of 


WHAT'S YOUR BRAND? 


You'll find it fascinating 
reading—Longhorn's hand- 
suey illustrated little 
booklet giving unusual 
facts about famous 

facts about famous AMERICAN CARBON 
brands. We'd be pleased 


to mail you a copy at PAPER MFG. co. 


your request. 











UNIVERSAL 
Cash Registers 




















“Acco f f Pl, ” 


With 6 exclusive features! 


1-All totals printed. 


2-12-item autographic de- 
tail strip. : 


3-Auxiliary cash drawer. 

4-Ticket issuing. 

5-Accountant’s total bank 
slip. 

6-Accountant’s cash drawer 
total. 


To Approved Dealers... 
Liberal Open Account 























UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD 
NOTTINGHAM ¢ ENGLAND 
U.S.A. Distributor 
T. K. McGOURTY, 140 WEST MAIN ST. 
PATCHOGUE, N. Y. 








every employee returned his question- 
naire. Some companies when they make 
an elaborate employee opinion poll 
bring the employees into the company 
cafeteria where each person fills out 
his questionnaire and turns it in. Since 
we did not want any compulsion in 
this respect, we made no effort to see 
that each employee returned his ques- 
tionnaire. Our staff decided that it 
would be better if this were on a volun- 
tary basis. 

We were extremely gratified with the 
number of responses as well as the man- 
ner in which the questionnaire was filled 
out. As one member of our staff put 
it, “We have a much better organiza- 
tion than I thought we had.” Out of 
534 employees, there were 458 returned, 
or 85.8%. Four questionnaires came 
in too late to be tabulated, 9 were mu- 
tilated, and 63 employees made no re- 
turns. We attributed this to sickness, 
vacations, illiteracy and lack of interest. 

Our organization, of course, is made 
up of typical workers found in ‘any 
municipal government—firemen, police- 
men, garbage collectors, street workers, 
park employees, utility workers and of- 
fice people. Our organization is com- 
posed of 23% office people and 77% 
field workers. Of the office people, 50% 
are men and 50% are women. 

To make the results of this study 
as valuable as possible to our organi- 
zation, we conducted a series of con- 
ferences with the supervisors of each 
department. We pointed out the weak- 
nesses in that particular department 
and the areas in which we thought im- 
provement was indicated. One of the 
most surprising results of this survey 
and the subsequent conferences has been 
the genuine interest which the super- 
visors themselves have taken in the tab- 
ulation of results in their own particu- 
lar departments. We think, as many 
other personnel authorities do, that an 
attitude survey is an_ inexpensive, 
morale-uplifting device in that it gives 
employees an opportunity to air their 
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Boorum & Pease Standard Aluminum 
Sheet Holders are specifically designed 
to take the beating that Gas, Electric and Water Company meter 
men give their checking books. That means they’re 
tough enough for any job. They grip sheets like 
a bulldog. No rings needed. 


“GRIP-LOCK®”, illustrated, must be held open 
to insert sheets — %” capacity. 


“STA-OPEN”” stays open until you clamp ‘, 
it down — %” capacity. 
Both are made of heavy-gauge finished aluminum a 
< \ AK” 


with rugged spring mechanism. Ask your 


stationer for the sizes that fit your needs. as (BE) ~ 
a 


Product 
BROOKLYN, N.Y. 
\ 


FOR EVERY RECORD <A WAY TO KEEP IT 
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CORPORATION 


"I make my 


impressions 


with ©.T.*" 


“So good looking !” 

“That's what the boss says now 
about all my work! No wonder 
he’s pleased — my letters look 
sharp and beautifully typed, my 
carbon copies clean, clear and leg- 
ible no matter how many I make, 
thanks to *OLD TOWN!" 


In offices everywhere this dis- 
covery is being made, every day— 
that for the “best impressions” 
there are simply no better carbons 
and ribbons than OLD TOWN— 
scientifically created and designed 
to meet the exact need ! 


Let us prove to you why the use 
of Old Town Carbons and Rib- 
bons can save you money. Write 
today for the facts and FREE 
samples on these world-renowned 
products 

° 
OLD TOWN CARBONS 


New, 1 easy 





g. 
and clean te handie— 


OLD TOWN INKED RIBBONS 
Pure Silk — Nylon + AF — 
Egyptian Cotton for all 
machines — nothing finer. 


750 Pacific Street, 
Brooklyn 38, N.Y. 





grievances. Some authorities go so far 
as to say that periodic morale audits 
improve conditions even when nothing 
is done to correct the things complained 
about. If our study did not improve 
employee morale at all, it was worth the 
time and trouble since the supervisory 


| group took such a genuine interest in ob- 


serving the shortcomings in their vari- 
ous departments and divisions. It is 
our candid opinion that such a survey 
is extremely successful in raising em- 
ployee morale. It is our further con- 
sidered opinion that nothing but good 
can come from a study of this sort. 
We strongly advocate the use of em- 
ployee attitude surveys in any sort of 
organization whether it be industrial, 
educational, governmental or institu- 
tional. 


What Secretaries 
Think of Their Bosses 


NATIONAL survey completed by 

social scientists Otto Von Mering 

Jr., of Harvard, and Stephen 
Kegeles, of Boston University, together 
with statisticians from SoundSeriber 
Corp., showed modern career girls are 
moving steadily toward higher responsi- 
bility and inereased authority. An 
opinionaire for secretaries to deter- 
mine the adjustment status of young 
women in modern’ business allowed 
more than 1,000 working secretaries in 
39 states to participate. 

The results indicated that about 63% 
of the girls polled are perfectly or well- 
adjusted to their jobs and bosses; 25.5% 
are average; 5°% are below average and 
1.5% are inadequately adjusted. An- 
other 5% fell into a “doubtful” elass. 

According to Messrs. Von Mering 
and Kegeles, employers can help raise 
office efficiency and make working econ- 
ditions more pleasant by adopting the 
following code for office conduct: 

1. Treat your secretary as a person, 
not as an automaton. 
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2. Recognize a job well done by your 
office assistant and praise her when 
others are around. 

3. Give greater consideration to ideas 
proposed by your secretary. 

4. Make her feel that you would 
rather have her working for you than 
anyone else. 

5. Don’t work your secretary at break- 
neck speed to make up for lost time, and 
try not to keep her after normal work- 
ing hours except in emergencies. 

6. If new methods are introduced, 
take time to explain them to her. 

7. Regard her as capable of assuming 
responsibilities. 

8. If you notice a mistake, try to 
straighten things out in private. 

The opinionaire disclosed 25.3% otf 
the girls polled expressed dissatisfac- 
tion with their bosses, and 9.6% felt 
their bosses didn’t take their views seri- 
ously. Most girls stressed that they 
appreciate compliments about their 
work, especially when others are within 
hearing range. About the below-average 
girls, Mr. Von Mering said, “A new 
position and perhaps eventually an en- 
tirely different job would seem to be 
the answer to their problem.” 


Lois Dryer of Buffalo, 1952's Secretary of the 
Year, made a perfect score in the Von Mer- 
ing-Kegeles opinionaire. 
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"TI make my 


best impressions 


with O.T.*" 


“The sharpest looking 
you've ever seen !” 

“Since we've gotten the *Old 
Town Spirit Duplicator, paper 
work bottlenecks have just dis- 
appeared at our office!" For the 
“best impressions” there is 
nothing to equal efficient, easy- 
to-use Old Town spirit machines 
and supplies 

Type, write, draw or print 
through Old Town Super-Kleen 
Spirit Carbon — you have a 
master that is sharp, clean, ready 
to go to work for you 

With an Old Town Spirit 
Machine — rugged in construc- 
tion, the finest you can buy at 
any price—you will be amazed 
at the hundreds of quality cop- 
ies you can make in a matter of 
minutes from a single master. 

For, Spirit duplicating ma- 
chines and supplies that are un- 
surpassed use Old Town — the 
pioneers in Spirit duplicating 
Let us prove to you that Old 
Town can save you time, effort, 
money ! Write today for the com- 
plete facts. 
Manufacturers of Duplicat- 
ing Machines & Supplies... 
Non-curling Carbon Papers 
++» Finest Ribbons. 

750 Pacific Street, 
Brooklyn 38, N.Y. 


CORPORATION 





Look! Just a turn 


STANDARD «+ ELECTRIC + PORTABLE i 
Roytype Carbons and Ribbons 


**Magic’’ and **Touch Control’ are registered trade-marks of Royal Typewriter Company, Inc. 
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of the knob does it! 


Now Royal and only Royal brings you 
Carriage Tension Control. 


Your secretaries want light carriage tension for executive 
letters? They’ve got it... with a twist of that knob. 


But maybe a lot of heavy-duty work comes up, like bill- 
ing, or invoicing, with lots of tabulator positions. That 
means heavier, more rapid carriage movement. They've 
got it! Just twist the knob for tighter tension! 


Only on Royal can this adjustment be made without call- 
ing in a serviceman. 


Below you will see three more Royal exclusive features, 
each one designed, like Carriage Tension Control, with 
your typists in mind. Look them over, please. Then call 


your Royal representative for a free office trial. 


**Magic” Tabulator, a Royal exclusive. 
Without taking the fingers from the 
guide-key positions, the typist just rolls 
her right hand and the carriage moves to 
the next tab position. 


Extra “Personalized” Key at no extra 
cost. All Royal Standard Typewriters 
include an extra key with two special 
symbols. And Royal’s extra key doesn’t 
disturb the positioning of any other key. 


New Time-saver Top, a Royal exclu- 
sive. Press button . . . inside controls all 
instantly accessible. “Touch Control” 
within easy reach. Easy-to-get-at spools 
for ribbon changing! 
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where you have volume ‘duplicating 


where speed is important 
where you want the very best 








Standard / 








Kluid Duplicator 


with New De Luxe 


AN ADVANCED 
WITH ALL THE PR 
DEPENDABLE 





ELECTRIC 
Free illustrated brochure on request. MODEL C9ED 


STANDARD DUPLICATING MACHINES CORPORATION 
Everett 49, Massachusetts 


Standard Duplicating Machines 








=Grapl a-maric. 


A NECESSITY IN MODERN BUSINESS — 





@ Here at last is 
real speed and 
efficiency in sta- 
ee 
hours ‘‘banging 
ELECTRIC away’’ at old 
STAPLER , bts fashioned staplers 

A hae Pas 40) —a costly, tire- 

some operation. 


Business of all 
types has proved 
that Stapl-a-matic 
cuts costs up to 
70% or more in 
every department 
where stapling is 
required. 


The fool- 

proof, instan- 

taneous action 

leaves both 

hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds. ..no parts 
to remove. 


THE STAPLEX CoO. 3 
72-76 Jay St., Brooklyn 1, N.Y. 


OC) Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


0 Please send me information on Stapl-a-matic. 





Name Title 





Company. Address 





City Zone State 
THE STAPLEX COMPANY 
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Walional presents the first and only 
YL WE KEYBOARD 


ore fel fale Marlecaaliat= 





~~ No need 


to use motor bar.. 


Saves up to 50% hand motion! 


Now you can add and list without depressing a 
motor bar! On this remarkable National every 
amount key is iis own motor bar, because every is combined with 8 other time-saving fea- 
key is electrified! tures found only on National: 

Simply press the keys you want to add—the Automatic Clear Signal ® Subtractions in red * 
machine does it instantly! Your hand need Automatic Credit Balance * Automatic space-up 
never leave the “Live” Keyboard when adding of tape when total prints * Large Answer Dials * 
amounts. You save up to 50% hand motion. Easy-touch Key Action ® Full-Visible Keyboard « 

National’s “feather-touch” action makes it  °%99¢¢-Ovty Construction. 
easier than ever to press two or more keys at once. ss 
All ciphers print automatically. Operators love it 
—they do their work with so much less effort. 


For demonstration 
phone the nearest National office or National dealer. 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, onI10 | 


“Live” Keyboard 
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1 do laborless filing, in 


half the time — with 
CORRES-FILE 


.. | love it!” 


CORRES-FILE increases efficiency — saves time (50%) and money — improves 


employee morale, by taking the file clerk out of the laboring class! 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


WASSELL 


ORGANIZATION, INC. | Nome 


S Title .... 


Westport 2, 
“Effective Tools for 


__ Effective, Monagement’” | 
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. Connecticut | 


include the filing’ system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete information, 


gee : : 
I'm interested in knowing more about Corres-File 
_— and how it can save for me. 


Company 
Address 


City 


ZONE coco State 





ew Produc 


ADDING MACHINE 
National Cash Register Co., Dayton 9, 
Ohio, makes the Live Keyboard Adding 
Machine which eliminates automatically 
at least 25% of the hand motions re- 
quired of the operator. Listing figures 


and adding them can be done on this ma- 
chine with the minimum of human opera- 
tions. It entirely eliminates the need for 
an add bar. You simply press the keys 
you want to add and the machine oper- 
ates instantly by itself. It can print and 
add a figure like $10,000,000.00 on the 
Live Keyboard in one operation. A 
slight additional pressure on the key for 
the last digit of a number activates the 
machine, Developed after some years of 
experimentation, the Live Keyboard 
machine, has been thoroughly field tested 
by placing it in many different offices, 
banks and commercial institutions where 
it has been used over long periods of 
time by different operators on their nor- 
mal work and there has been no unfavor- 
able reaction by either operators or 
executives on these trials. The machine, 
of which five different models are avail- 


100 


able, is priced from $290 for a 7-column 
keyboard to $385 for a 10-column key- 
board. 


SPIRIT DUPLICATOR 


Rex-O-graph, Inec., 7834 W. Hicks St., 
Milwaukee 14, Wis., makes the budget- 
priced Rex-O-graph Crest Model C Spirit- 
type Duplicator which has automatic 
paper centering, positive automatic paper 
feed, 3-digit reset counter, quick-change 
master guide and clamp. It allows hair- 
line registration, handles all weights of 


paper from air mail to card stock in sizes 
from post card to 9” x 14” and requires 
only 1%” stripping margin. Anything 
typed, written or drawn can be copied 
in as many as five colors from one mas- 
ter. Complete information on the Model 
C and other hand-operated or motor- 
driven spirit duplicators may be obtained 
from above address. 


TRANSLUCENT MASTER PAPER 
Unitrans Co., 101 Park Ave., New 
York 17, N. Y., announces Unitrans 
Lucent master paper for Ozalid and 
sruning machines. Tests show this sheet 
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will go through the whiteprint machines 
at high and produce clean, un- 
clouded copies. The paper is economically 
priced, will take pen and ink well and 
ean be printed or duplicated. Free 
samples and = low Unitrans 
Lucent can be had from above address. 


speed 


prices of 


METAL OFFSET PLATE 

Lumirol Corp., 153 East 26th St., New 
York 10, N. Y., is again making direct 
image aluminum offset plates which give 
long runs of 50,000 copies and more of 
sharper copy. These metal plates can be 
prepared in typewriters and Vari-Typers 
and will reproduce any kind of artwork 
or illustration very well. They are clean 
and easy to file for reruns and longer 
reruns are possible. Corrections are easily 
made and the metal plates will not 
stretch on offset duplicators. Offices or- 
dering a box of Lumirol’s direct image 
aluminum plates may test them on any 
offset duplicator before paying for the 
plates. Write above address for complete 
information. 


TYPEWRITER ERASER 
Eberhard Faber Pencil Co., 37 Green- 
point Ave., Brooklyn 22, N. Y., makes 
the No. 10 Singlex Paper-mated 
which looks like a pencil but is a 
venient and economical typewriter eraser 


Eraser 
con- 


for use on originals and carbon copies. It 


SINGLEX 1oo7 py 


ERASER _ E.FABER wf 


erases letters without smearing 
and will not abrade or roughen the paper. 
It is round in shape, 7” long with 
polished green finish and comes sharpened 
both ends in boxes of one dozen. The 
No. 1007 Singlex Paper-mated Eraser is 
the same except one end is fitted with a 
soft, flexible green brush for removing 
eraser crumbs. Also packed one dozen 
in a box. No. 10 retails at 10e; No. 
1007 at l5e. 


single 


” 
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DESK EQUIPMENT 
Bert M. Morris Co., Dept. 3-0, 8651 
West Third St., Los Angeles 48, Calif., 
offers a free copy of their 1953 catalog 
of matched desk top equipment.  Illus- 
trated, described and priced are Morriset 
desk pen and fountain pen sets in a wide 
variety of styles for every purpose (also 
narts), memo pad holders, phone rest, 
lettertrays, moisteners, ash trays, book- 
ends, rubber stamp rack and the Morri- 

sharp elecirie pencil sharpener. 


SPIRIT CORRECTION TAPE 

Dennison Mfg. Co., Framingham, Mass., 
makes Pres-a-ply Tape for 
making corrections on fluid duplicator 
masters, cleaner, neater and faster. All 
the operator has to do is measure the 
place to be corrected, press the self-ad- 
hesive tape on the back of the master 


Correction 














and retype. With Dennison Pres-a-ply 
Correction Tape the master does not have 
to be removed from the typewriter and 
time spent realigning the master is saved. 


Operator avoids messy, carbon-stained 


10) 





fingers. There is no scraping, erasing or 
smearing; no waste, moistening or dis- 
penser needed. Pres-a-ply Correction 
Tape is available in single or double 
space widths. Envelopes retail for 50c. 


FLOOR MACHINES 


Multi-Clean Products, Ine., 2277 Ford 
Parkway, St. Paul 1, Minn., makes the 
MC-22 all-purpose floor machine, a 22” 
machine to serve larger offices where 
labor costs are high and fioor main- 
tenance speed is all-important. The ma- 
chine is powered by a special G.E. 1% 
hp. motor and, combined with its port- 
ability, it is said to be ideal for floor 


areas of 20,000 sq. ft. or more. With the 
addition of the MC-22 to its line, Multi- 
Clean now makes six machine sizes to 
handle floor areas ranging from 750 to 
over 20,000 sq. ft. Their 12” machine is 
for 750 to 2,000 sq. ft.; 14” machine, 
2,000 to 5,000 sq. ft.; 16” machine, 5,000 
to 10,000 sq. ft.; 19” machine, 10,000 to 
20,000 sq. ft.; 22” machine, over 20,000 
sq. ft. Complete information is available 
from above address. 


TYPING SHORTCUTS 


L. C. Smith & Corona Typewriters, Inc., 


Syracuse 1, N. Y., offers a free 24-page 
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booklet, ‘‘Tips to Typists,’’ with many 
illustrated hints on typing and the care 
of typewriters. Numerous shortcuts for 
a variety of typing operations are de- 
scribed. The booklet is attractively 











printed by gravure and should prove 
helpful to typists and stenographers 
many of whom never learned, or have 
forgotten, all the little things that can 
add up to much time saved at the end 
of a day. 


VERTICAL DESK FILE 


Sengbusch Self-Closing Inkstand Co., 
1253 Sengbusch Bldg., Milwaukee 3, Wis., 
announces the addition of a vertical desk 
file to its line, the No. 553 E-Konomy 
Kleradesk. This unit is constructed in 


two sections which separate in the cen- 
ter to permit easy and quick insertion 
of as many standard Sengbusch Klera- 
desk center sections as required for in- 
dividual desk needs. The unit will ac- 
commodate any combination of regular 
Kleradesk high or low center dividers 
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and 3”, 6” or 10” floorboards, making it 
adaptable for specialized desk require- 
ments at very small cost. The E-Konomy 
Kleradesk is constructed from heavy 
sheet steel like the regular Kleradesk 
units and is available in green or gray 
to harmonize with standard Kleradesk 
models. The two end compartments of 
the unit are 2” wide and the adjoining 
compartments 1144” wide. The center 
section is expandable from 1” to 1%” 
The E-Konomy Kleradesk retails for 
$7.95 and is furnished complete with a 
set of blank index cards. Available for 
immediate delivery. 


TABLET ARM FOLDING CHAIR 


Clarin Mfg. Co., Dept. 350, 4640 W. 
Harrison St., Chicago 44, Ill., makes a 
Tablet Arm Folding Chair in which the 
tablet arm is a built-in part of the chair, 


not an attachment. When not required, 
it folds down beside the chair in one 
easy motion. It folds flat against the 
chair for easy, safe stacking. The chair, 
which folds in a matter of seconds to a 
depth of only 3”, is a strong x-type chair, 
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self-leveling, and welded to insure un- 
usual strength and quietness. It may be 
had with Clarin’s reinforced seat of 5-ply 
plywood, also with colorful leatherette 
on seat and back, or on seat alone. Free 
catalog of their complete line from above 
address. 


LETTERHEAD SAMPLES 


Rising Paper Co., Housatonic, Mass., 
offers their free portfolio of Letterheads 
of the Month which contains outstanding 
samples of letterheads in all printing 
processes and for many different types of 
businesses. The letterheads appear in 
black and colors on different bond stock 
in different colors and finishes. 


ADDING MACHINE 


Clary Multiplier Corp., Dept. O, San 
Gabriel, Calif., announces the Model 120 
Clary Adding Machine to be marketed at 
a low retail price beginning at $135. 
Engineered for the fastest and easiest 
hand operation, this machine, which 
adds, subtracts and multiplies, is a full- 


size, heavy-duty model weighing only 16 
lbs. Most of the advanced engineering 
advantages of the Clary electrics are in- 
corporated in the new hand model. It 
has the distinctive, streamlined Clary 
design and features the exclusive ‘‘ rapid 
handle return,’’ which increases work 
speed, while the forward stroke is 
smoothly controlled against operator 
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abuse. Versatility, simplicity and econ- 
omy of operation make the machine 
widely adaptable for use by commercial 
and professional offices, schools, churches, 
engineers, farmers, traveling auditors 
and small businesses where a hand ma- 
chine is more practical than an electric. 
It is also suited to regions where the 
electricity is unavailable or limited. Its 
compact size, 14” long, 7” high and 9” 
wide, and light weight make the machine 
easy to carry and move about. Among 
the Clary features listed for this ma- 
chine are automatic space-up of totals 
and sub-totals to facilitate easy reading, 
handspan keyboard to accommodate any 
size of hand, pyramid keys to eliminate 
fingernail breaking, extra capacity key 
that doubles listing capacity and rotary 
action to insure smooth, quiet perform- 
ance. An airplane luggage carrying case 
is optional at a small extra cost. 


TYPEWRITER PADS 

Ace Hose & Rubber Co., 1708 S. State 
Street, Chicago 16, Ill., have expanded 
the line of Lite-Step Non-Skid Type- 
writer Pads to include several new shades 
and sizes. In addition to the standard 
maroon top and the black top, the pad 
is now available in office gray or green 


for the 
standard size of 12” x 13”. A 16” x 16” 
size for electric typewriters is priced at 
$2.85 and an 11” x 17” size for adding 
machines at $2.60. The pad is a full half- 
inch thick, with the top of ribbed rub- 
ber and the base of thick, live sponge 
rubber. Advantages claimed by the 


at the same retail price of $2 
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manufacturer are deadening of office 
machine clatter, elimination of walking 
and vibration, easier cleaning with a 
damp cloth, no accumulation of erasure 
dust and less fatigue on the part of the 
worker. The pad will not pack down or 
get hard. 


RECORD SAFES 


Mosler Safe Co., Dept. O-3, 320 Fifth 
Ave., New York 1, N. Y., makes the 
Mosler 200 and 100 Series B and C label 
Record Safes. Designed by Raymond 
Loewy, the fire-resistant units are styled 
after Mosler’s deluxe 400 Series A label 


record safes. The firm’s unique Counter- 











Spy dial has been built into all three 
models with numbers on the edge of the 
dial instead of the face making them 
visible only to the person working the 
combination. The A, B and C labels in- 
dicate that the safes have passed Under- 
writers’ Laboratories’ tests for 
fire, impact and explosion. A free cata- 
log showing Mosler Record Safes can be 
had from above address. 


severe 
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INTERCOM & PAGING SYSTEM 


T. N. Telephone Sales Corp., 215 
Montague St., Brooklyn 2, N. Y., an- 
nounces the T. N. Telephone System 
which provides immediate, direct and 
private connections. Because no operator 
is required, service is ’round the clock. 


By relieving the switchboard, handling 
of outside calls is speeded up. Available 
in systems of two phones up to a hundred 
or more. Installation is simple and no 
cable is needed. An economy type push 
button system is specially designed for 
two to six stations and a dial system for 
larger multiple station requirements. A 
feature of the T. N. Telephone System 
is the automatic loceting device. If 
there is no answer when a desired num- 


ber is dialed, by following through and 
dialing the automatic locator number, a 
general code is transmitted automatically 
on either chimes or lamps. The person 
being paged may go to the nearest tele- 
phone and by dialing the automatic lo- 
cator number will ke connected directly 
to the party originating the call. De- 
tailed descriptions and illustrations of 
the system are available from above ad- 
dress. 


PAPERWORK CONVEYOR 


Lamson Corp., Syracuse 1, N. Y., offers 
a free, colorful 50-page booklet, ‘‘On 
Target,’’ which pictures and describes 
many uses for Lamson Airtube systems 
in offices. It shows how the handling of 
paperwork is speeded and simplified by 
the installation of an Airtube system be- 
cause the systems serve the same purpose 
in management and control as assembly 
line conveyors do in production. With 
plants spreading out and paperwork in- 
creasing, the advantages of a system 
providing fast, continuous communica- 
tion are greater than ever. Full informa- 
tion on carrier types and dimensions as 
well as basic operation of the system are 
included. The booklet presents a num- 
ber of case histories of industrial and 
commercial firms which have benefited 
by Airtube systems. A technical data 
section gives full details on the compon- 
ent parts of the system and power units 
are also described. 


LAYOUT TEMPLATE-RULE 
Security Steel Equipment Corp., Ave- 
nel, N. J., offers'a free Office Plan Rule 
for making floor layouts. It contains an 
inch and a foot seale, 4” to 1 ft., and 
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also templates for drawing different size 
desks and tables, legal and letter files, 
chairs, telephone stands and bookcases. 
The Crestline Office Plan Rule and the 
latest full-color Crestline office furniture 
catalogs can be had by writing above ad- 
dress on business letterhead. 


RETAILING SYSTEM 


Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., announces a system 
to simplify inventory and allied prob- 
lems of the retail store with the Tag-O- 
Matic system of unit control of all mer- 
chandise on the sales floor. Reports are 
produced faster and at less cost. Briefly, 


the system is based on the use of split 
tags, printed and punched from the re- 
ceiving report by a marking machine. 
When the article is sold, the salesperson 
removes the price tag stub from the 


merchandise. The price-tag half goes 
with the sold item, the stubs are col- 
lected daily and sent to the central tabu- 
lating department. A multitude of re- 
ports can be assembled such as, style 
reports by stores, size reports, color re- 
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ports, type and fabric reports and style 
reports by chain, ete. The Remington 
Rand Tag-O-Matic Card Punch reads the 
holes punched into the stub and simul- 
taneously punches identical information 
into a 90-column tabulating card. Facts 
are thus recorded in standard form for 
high speed, automatic machine tabula- 
tion. For details write for free booklet 
TM 821. 


OFFSET INK ROLLER 


Pemberton Printing Co., 1200 West 8th 
St., Los Angeles 17, Calif., makes a de 
luxe model Ink Master Conversion Roller 
assembly unit for 1200 and 1250 Multi- 
liths. It has Ebonite plastic inking 
surface which allows the Multilith to do 
as fine offset printing as a large press 
with highest quality halftone, rich solids 
and line reproduction work. This roller 
is 13144” in circumference and completely 


covers the standard oscillator to provide 
uniform, refined ink distribution to the 
full length of a standard Multilith plate. 
When the unit is not in use, it can be 
instantly raised to an idling position. 
There is no weight on the lower ink 
rollers and cleaning is facilitated by first 
cleaning this assembly and then the 
smaller rollers. The assembly is easily 
installed in a few minutes. All parts of 
the unit have corrosion-resistant finish 
and are fully guaranteed. Samples of 
the work done with this unit on a Multi- 
lith can be had from above address. 
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CARBON PAPER 


Columbia Ribbon & Carbon Mfg. Co., 
603 Herb Hill Road, Glen Cove, N. Y., 
makes Classic Carbon Paper of the finest 
imported tissue which is highly absorbent 
and uniform. Its newly developed ink 
formula provides sharp write, freedom 
from roller marks, is 96% smudgeproof 
and very clean to handle. Classie Carbon 
Paper comes in a combination of weights 
and finishes to fit 90% of the carbon 
paper needs of electric and manual ma- 
chines (not noiseless). The tough, re- 


silient back coating resists cutting and 
facilitates handling and interleaving. 


BLUEPRINT FILES 

Empire Development Corp., 15 Park 
Row, New York 38, N. Y., makes Draw- 
In-Dex cabinets for filing blueprints 
safely, neatly and conveniently without 
wrinkles, creases or curled edges. It 
Saves time searching for misplaced 
prints. Carefully designed and engi- 


neered to meet the problems of organi- 
zations using blueprints, drawings, trac- 
ings, surveys, maps, plans, charts, photo 
blow-ups, artwork, etc. The Draw-In- 
Dex accommodates 1,250 prints. Each 
print hangs smoothly and the index lo- 
cates prints instantly. All prints are 
immediately accessible and any print is 
removable without disturbing the others. 
Suspension rods support the drawings 
which are easily attached to manila 
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hangers. Aluminum hangers permit filing 
a large number of drawings together. 
Cabinet is designed so that when the 
front panel is opened, any drawing may 
be immediately filed or removed. The 
Model 27-B is 48” high, 30” wide, 20” 
deep, price $139.50 f.o.b. Ala. Model 
27-C is 48” x 39” x 20”, price $159.50 
f.o.b. The 18-gauge steel top, 16-gauge 
reinforced steel sides, index cards, ma- 
nila hanger strips and lock are standard 
equipment. Colors gray, green or brown, 
immediate delivery. 


INTEREST COMPUTER 


Rol-A-Factor Div., Forster Mfg. Co., 
1425 MeLean Blvd., Wichita, Kans., 
makes the Rol-A-Factor calculating ma- 
chine which instantly supplies the cor- 
rect final answer in addition to a wide 
range of interest factors without interest 
tables, factor charts or scratch pad com- 
putations, regardless of the given period 


of time or interest rates, together with 
the elapsed number of days between any 
two given dates. Rol-A-Factor has been 
thoroughly tested by the Bureau of In- 
ternal Revenue and proved 100% ac- 
curate in all cases with a savings of 70% 
to 90% of employees’ time. In one case 
alone, the Rol-A-Factor produced the cor- 
rect answer to a complex and complicated 
interest problem in 10 minutes, while an 
experienced employee using interest 
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NON-SKID 


TYPEWRITER PAD 


No more clouds of “erasure-dust’’—no more 
“walking’’ typewriters. Here’s a pad that 
wipes clean in a second, gives a soft, 
sound-deadening surface for all office ma- 
chines, fans, etc.—won't slip, pack down or 
get hard—lasts long, eases workaches. A 
real office sensation. 
Standard Size 12" x 13"......$2.00 
slightly higher W. of Rockies 
Other sizes proportionate 
Dealer and Jobber inquiries invited 
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tables and other interest factor schedules 
took exactly one hour to solve the same 
problem. In another instance, the Rol- 
A-Factor computed the correct answer to 
a test problem in one minute and ten 
seconds, while an experienced employee 
solved the problem in 14 minutes count- 
ing time used to correct two errors. The 
Rol-A-Factor is simple to operate without 
training. The closely placed interest per- 
centage registers are easy to survey and 
the bold clear figures are quickly checked. 
A patented red line date selector enables 
the operator to instantly select the 
various dates as required and special 
doors close off undesired percentage read- 
ings to avoid errors. The mechanism is 
entirely built in and thoroughly pro- 
tected against dust. All moving parts 
are designed and placed to withstand the 
roughest treatment. The finish has been 
selected to eliminate glare and light re- 
flection. The calculator is available 
with a pre-selection of twelve suitable 
and inter-changeable interest rate regis- 
ters for a variety of business calcula- 
tions. All models are compact in size, 
making them adaptable for daily desk 
work and light in weight so that they 
may be casily moved about. It sells for 


$250. 


COLLATING RACKS 
Evans Specialty Co., 403 N. Munford 
St., Richmond 20, Va., makes collapsible 


aluminum gathering racks in seven dif- 
ferent sizes for assembling or collating 
separate sheets into sets. Each single 
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A Message To Users of One-Time Carbon Forms: 


How a bank found an easy way 
to save *4,818 on Carbon Paper! 


For as long as the auditor could remember they had been using 
one-time carbon paper (the kind you use once and throw away) 
with their 844 x 34 nine-part continuous forms. 


We pointed out that the one-time carbon paper in 1,000 of 
those forms cost them $8.88. 


... and that Repeat-O-Pak floating carbon paper (the kind you 
automatically use over and over again) would do a faster, 
cleaner job for only 85c per thousand-typed forms! 


... and we gave them, as reference-users, some of the biggest, 
most cost-conscious companies in the United States. 


They changed over (it was painless) to Repeat-O-Pak floating 
reusuable carbon paper—and in the first three years their 
carbon paper savings was $4,818! 


GET THE FACTS: If you are using one-time carbon paper with con- 
tinuous forms, send us a sample of your form, the approximate yearly 
quantity need, and the name of your forms-writing equipment. The 
facts may save you plenty, too! No obligation. 


Repeat-U+ Pay, 


STANDARD MANIFOLD COMPANY Dept. A5-53 


Carbon Papers ¢ Inked Ribbons * 333 W. Lake St. © Chicago, Ill. ¢ Offices in 
Principal Cities © in Canada: Budge Carbon Mfg. Co.,Ltd., Montreal 3, Quebec. 


“floating carbon paper for continuous forms used on all kinds of forms-writing machines 
... 1B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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At Last! 


For Conferences—Lectures 
Sales Meetings— 
Staff Meetings— 


A TABLET ARM CHAIR 
THAT FOLDS! 


The Greatest Advance 
in the History of Folding Chairs 


Undoubtedly, you’ve wisned for a chair like this many 

times. Now it’s here—perfected—ready to go to work 

for you. Here is permanent convenience and comfort adapted for 
emergency use—the greatest advance in the history of folding chairs. 

The tablet arm is a built-in feature of the chair, not an attachment. 
It is strong, easy to operate, a marvel of engineering ingenuity 
(patent pending). For ordinary chair use when the arm is not needed, 
it folds down, out of the way, beside the chair, and flat against the 
chair for quick, safe stacking. The flat, folded depth of the chair is only 
3 inches. The chair can be folded or unfolded in a matter of seconds, 
It is exceptionally easy to get into and out of. 

Built throughout with all the famous Clarin insistence on utmost 
quality, the Clarin Tablet Arm Folding Chair will give years of faithful 
service. It is a supremely strong X-type chair, self-leveling, welded to 
insure exceptional strength and quietness. Its cushioned rubber feet, 

a Clarin exclusive, can’t mar the finest floor. It comes with Clarin’s 
famous reinforced seat of 5-ply plywood, or it can be had with 

fine quality leatherette on seat and back, or on seat alone. Available 
in wide range of frame and upholstery colors. 


Clarin Mfg. Co., Dept. 350, 4640 W. Harrison St., Chicago 44, Ill. 
There is a Clarin Folding Chair for every purpose and need, 


Write today on your institution’s letterhead for beautiful, 
new, FREE Catalog of the complete line. 





SUIMCE 1925...THE ARISTOCRAT OF FOLDING CHAIRS 








section in a rack will hold up to 500 
sheets of paper and an untrained worker, 
sitting or standing, can gather up to 
3,500 sheets per hour. Evans Gathering 
Racks are made in eight models with 
from six to 18 sections each, priced from 
$11 to $25. Racks can be used singly, or 
with two or more lined up for large 
gathering jobs. Complete information 
from above address, 


GLUING PEN 


Sanford Sales Co., 170 Broad- 
way, New York 38, N. Y., offers 
the Glu-Pen for quickly, neatly 
and securely fastening papers 
and other materials. A Glu- 
cartridge loads into the Glu- 
Pen, which cannot leak, clog or 
dry up, and adhesive can be 
spotted in a small dot on papers 
or other surfaces. The Glu-Pen 
comes in maroon, green or gray 
with two Glu-Cartridges, for 
making 5,000 glue spots, in in- 
dividual gold foil box at $2.95 
postpaid from above address. 
Quantity prices on request. 








ELECTRONIC SYSTEMS 


Kybernetes Corp. (Div. of Self Wind- 
ing Clock Co.), 9 East 40th St., New 
York 16, N. Y., makes regulating and 
control equipment, including office ma- 
cines, television camera systems and 
electronic switches. The office machines 
automatically classify, compute and ad- 
dress by high-speed television techniques 
for self-coded, typed cards. This equip- 
ment has been developed for use in the 
publishing, insurance and _ statistical 
fields as well as for general industrial 
and commercial use. The television 
camera systems are mainly of the low- 
price, closed circuit, industrial type used 
for remote viewing of dangerous or in- 
accessible locations and of confidential 
matter like signatures. The electronic 
switches, completely non-mechanical in 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


Use 


FE SLEE GS 


THIN PAPERS 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
| Rotte WW Webbel keg el-sa- 
Prestige Onion Skin 
Superior Manifold 


Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Manutacturing Company 


Turners Falls, Mass. 





Now-Brand New 
Profit Horizons — 
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_for you with the 
New, w Hand- -operated 





CLARY! 


At THE BEAUTY, the advaneéd design, the easy-to-use features 
that made the all-electric Clary the nation’s best seller—now in 

a low-cost, heavy-duty, hand-operated adding-subtracting machine! 

This is not an ordinary hand machine. It’s a rugged but easily 
portable machine with subtraction. And for the amazingly low price 
of $135 you can have Clary’s easy-to-use Hand Span Keyboard, 
Clary’s rotary printing, plus subtraction plus the smoothest, quictest 
and most effortless hand action you ever saw! And at no extra 
cost Clary offers another exclusive: The Extra Capacity Key that 
gives double the listing capacity and ten times the totaling capacity 
of comparable machines. 

Investigate this beautiful new Clary —you'll see why its 
unbeatable combination of beauty, efficiency and ease of operation 
opens up whole new profit vistas for you. 


CLARY MULTIPLIER CORPORATION + SAN GABRIEL, CALIFORNIA 
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Prices start at $135 / 


Mail coupon now for further information about the new hand-operated Clary 
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a CLARY MULTIPLIER CORPORATION, DEPT. O 
SAN GABRIEL, CALIFORNIA 


() Please send me information about Clary’s new hand-oper- 
ated adding machine. 


As a dealer, am interested in handling the hand Clary line. 
Name 
Address 


does you 


Firm 


2 | a ( ) State 
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AUTOGRAPHIC 
REGISTERS 
Accurate hand-written 
records ore easier to 
keep with Hano Reg- 

isters. 
$18.70 List for 
The Popular 
SA” « 8" 





AUTOGRAPHIC 
REGISTER FORMS 
Trouble-free operation 
is guaranteed for ev- 
ery standard-make 
register with Hano 
Autographic Register 

Forms. 
$35.15 List for 
SM 52" x 8" Trip. 
All White Standard 
Body Recister Forms 


MULTI-SNAPS 
2 to 8 parts one-time 
carbon Snap-a-Parts, 
Standard sizes at min- 
imum cost. 


$82.25 List for 
SM Triplicate 
8%" x7” Multi-Snops 


You sell top quality at low prices when you 
sell Hano Forms and Registers. New orders 
Gre easier and repeat orders are assured, 


ine. 
HOLYOKE, MASSACHUSETTS 


Established dealers wanted in the South, Southwest 
and Mid-west. . 


operation, are for automatic sequential 
scanning for trouble indication, central- 
ization of information and product in- 
spection. Variables which can be scanned 
include temperatures, pressures, levels 
and flow as used in power plants, oil re- 
fineries, process industries, chemical 
plants, ships and planes. 


OFFSET-PLATE WRENCH 


Litho Engineering & Research, 3237 
Eastlake Ave., Seattle 2, Wash., an- 
nounces a stationary-type wrench which 
is said to greatly simplify and speed up 
the positioning and registering of plates 
on series 1200 and 1250 Multiliths. Un- 
like the familiar and easily misplaced T- 
wrench, this Micro-Register wrench is de- 


signed for permanent mounting on the 
frame of the press. It is attached in ten 
minutes without drilling or cutting and 
mounts in position so that its socket is 
always correctly aligned with the lock- 
bolt on the plate cylinder. In use, after 
engaging and loosening the lock-bolt, this 
wrench can be set to hold the cylinder 
firmly in position while the necessary 
forward or backward adjustments of the 
plate are made by turning the hand 
wheel. The stationary Micro-Register 
wrench prevents slippage of the plate 
cylinder while the lock-bolt is being 
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It's here! A low cost, 


semi-automatic 
addressing 
machine 


If you mail repeatedly to 50 or more names, 
here’s a machine that can do the addressing 
faster, cheaper, and with less work for the 
operator, than any other addresser made today. 

Like previous Weber Addressers, the Model 
A-3 requires no plates, stencils, ribbon or ink. 
It prints from a typewritten paper roll which 
is easily prepared and can be used up to 100 
times. As the roll prints, it is advanced auto- 
matically so that each name and address is 
mechanically moved into printing position. 
And after your envelope, card or folder is 
addressed, it is automatically thrown into a 
receiving tray. Has an addressing speed of 
1500 to 2000 pieces per hour. 


Send for Descriptive Folder 
and Name of Nearest Dealer 





Prints from typewritten paper roll 


Names are automatically moved 
into printing position 


Addressed piece automatically 
thrown into 

receiving 

tray 


See what 
you're 
printing 
as you 
print it 


Weber Addressing Machine Co. 
255 West Central Rd., Mount Prospect, Ill. 


Send descriptive folder on your new Model A-3 
Addressing Machine and name of nearest dealer. 





Address 





Weber 
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City 


Zone___State 





Addressing Machine Co. Mount Prospect, Ill. 
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ELIMINATES 


5% 


OF YOUR 
RECORD POSTING! 





EXTRAORDINARY SAVING 
ON SALES, INVENTORY, 
PRODUCTION CONTROL, 
aa COST OR PAYROLL 
3 ANALYSIS. 


Shae 


Sorts 


Pe 


without machines! Anyone, 
seated at desk, in office or plant, can 
sort and segregate punched cards the 
E-Z Sort Way. A simple hand rod 
does it. System can readily be de- 
signed to fit your special needs. Our 
nearest office will gladly demonstrate. 
No obligation. Write us for the ad- 


dress—today. 


E-Z SORT 


Systems, Ltd. 


45 SECOND STREET 
Dept. 33 
SAN FRANCISCO 5, CALIFORNIA 


A few valuable territories open 
to qualified Systems Engineers. 


‘loosened or tightened, avoids needless 
blanket clean-ups, cuts stock spoilage, 
‘makes hairline register work fast, simple 
and easy. It is said to save on the av- 
erage, up to 40% of the usual time re- 
quired to position and register plates on 
both black and white and color jobs. 
‘Shops with a large percentage of short 
iruns will find the total time saved by the 
inew wrench especially large. The Micro- 
|Register wrench is priced at $19.95, f.o.b. 
\Seattle, and is available on 10-days free 
itrial. Literature from above address, 


IDENTIFICATION LABELS 
Metalcraft, Inc., Mason City, Iowa, of- 
fers free samples of two types of ad- 
hesive-backed inventory control and 
equipment identification plates: Serially 
Numbered Autographs and Number- 


re 


i" x 3/10" 


N-2 “NUMBERGRAPHS” 





2° x 4/10" 


SNR-1 “SERIALLY NUMBERED AUTOGRAPHS” 





134" X 7/16" 


SNR-2 “SERIALLY NUMBERED AUTOGRAPHS” 


2%" K We” 


graphs, by which users can quickly match 
written records with serially numbered 
plates affixed to furniture, fixtures and 
equipment. They also speed the perma- 
nently placing of serial numbers on 
equipment that is sold or serviced. Both 
types are backed with a resilinet, easy- 
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PARSONS PAPER \; PARSONS PAPER 


HOW TO PROJECT 


Good Character 


PARSONS 


PAPER COMPANY 
1853-1953 








If your business or profession calls for making an 
impression of quality, of trustworthiness; if many of your 
contacts with clients, customers or colleagues are by mail, 
then listen: the quality of the stationery you use can help. 
You need paper with the fact and feel of quality — 
fine paper that will tell those who get your letters, 
even through their finger-tips, that yours is a message with 
character behind it. You need Parsons bond or 
writing paper, made with new cotton fibers. 
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To see for yourself, send for the portfolio 
“How to Design a Letterhead.” It includes a 
a message on that subject and ten original 
letterhead designs{-by Lester Beall, leading 
American designer. There are letterheads for 
professions and businesses, letterheads your 
own printer can produce. This portfolio won 
the distinction of acceptance by The Amer- 
ican Institute of Graphic Arts’ show, “Print- 
ing for Commerce, 1953.” Your free copy 
will be mailed to you, gladly. Write on your 
business or professional stationery to Parsons 
Paper Company, Department 36, Holyoke, 
Massachusetts. 


Ui PPC 1953 


PARSONS PAPER 
SS BwadWd SNOSUVd =. ¥adWd SNOSUVWd 5 uadvd SNOSUWd << 


3S PARSONS PAPER \‘; PARSONS PAPER 
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A Quality Line of 


FILES 


STEEL 
OFFICE 


Northwest's 1940L 4. 
drawer letter file is 
1434” wide, 52” high 
and 28” deep. Available 
in all sizes—-2, 3, 4&5 
drawer models for most 
economical " 

office use. 

Also with 

card draw- 

ers. Stand- 

ard finishes. 


@ Northwest filing 
cabinets have sturdy 
10-roller cradie suspen- 
sion slides (8 ball bear- 
ing rollers — 13 ball 
bearings per roller) 
and 2 hardened steel 
compensating rollers— 
built for maximum ef- 
ficiency and depend- 
ability. 


@ Roller wells in hous- 
ings provide gravitated drawer retention without 
superfluous thumb latches. 


@ Plunger type locks avai’able to lock ali draw- 
ers simultaneously. Positive-grip followers. Finest 
quality chrome hardware. 


Northwest's Managerial File, No. 
5O0LX. Letter size is 1434” wide, 
26” deep, 30'/2” high. No. 500CX 
Legal size is 1734” wide. Olive 
green, gray, walnut or mahogany 
grained finishes. 


@ This desk - side 
efficiency unit has 
expanding-front up- 
per compartment for 
easy access. Front 
stays closed when 
cover is opened; 
opens only when 
manually expanded; 
closes automatically 
when cover is closed. 
Lower drawer has 
quality ball bearing 
rollers. Separate 
locks on top and 
bottom sections. 
Large casters for 
easy portability. 


Write for literature and prices on these and 
NORTHWEST ‘'V"' Expanding Files. 
IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 





to-use, solvent re-activated adhesive that 


permanently adheres to any grease-free 


surface. Solvent, brushes and mounting 
instructions accompany each order. 
Serially Numbered Autographs are pro- 
duced in three stock rectangular sizes on 
016” chrome metal. Preliminary prepa- 
includes a color sketch which is 
sent to the purchaser for aproval. Ad- 
vertising copy is lithographed in two 
sparkling colors. Serial numbers in any 
sequence desired are deeply and legibly 
stamped into the face of the plate. Num- 
bergraphs bear stamped serial numbers 
only and are produced in two stock ree- 
tangular sizes on .008” mill finish alumi- 
num, a pliable metal which can be readily 
shaped to conform to curved or irregular 
surfaces. Available with either 3/32” or 
4” digits with up to eight digits per 
plate. 


ration 


HAND DUPLICATOR 
E. W. Moore Co., Suite 3948, 230 Park 
Ave., New York 17, N. Y., offers the 
Copy-Stamp, a hand stencil duplicator 
with printing area of 2144” x 416”. Sten- 
ceils are prepared in the usual manner, 
typed or handwritten. Ink is applied 


through an opening at base of the re- 
movable handle and will not spill no mat- 
ter how the Copy-Stamp is handled or 
placed. An outer frame holds the stencil 
in place on the stamp which is used with 


| a gentle, rolling hand pressure to pro- 
| duce 


legible copies. Ink ‘feeds auto- 
matically and needs no special attention. 
Finished in chrome with marbleized 
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This is the 
“WALK AROUND” TABLE METHOD 


This is the 
STACKED BIN METHOD 





HOW MUCH DOES IT COST? 


How much does it cost you to collate papers into sets? Hundreds of 
wasted dollars if your office uses any other method than that pic- 
tured in the lower right corner. Why? Because the Thomas Collator 
saves you from 40% to 70% of your collating expenses— while 
boosting efficiency by more than 500%! What's more, it's a fast, 
accurate, and simple-to-operate machine with “built in” features 
that make it virtually impossible for a blank or misprinted sheet to 
iT) through. If you are interested in saving time, cutting expenses, 


and increasing efficiency, you owe it to yourself to write for com- 


Lic Meolelifelolilelstig t-Mlaliolsurelivolis 


This is the 
GATHERING TRAY METHOD 


This is the 
THOMAS MECHANICAL METHOD— 
fast, convenient, efficient and accu- 
rate... savings of 40% to 70%. 





FREE — write for 
free collating cost 
analysis sheet that 
shows how you may 


save up to 70% on 
even the smallest job. ® 


/, C. ol lea tors 


115 Sales and Service Offices 
from Coast to Coast 

30 Church Street, Dept. B., 
New York 7, N. Y. 
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Bigger--Better--Newer 


7th ANNUAL 
NOFA CONVENTION-EXHIBIT 
APRIL 26, 27, 28, 29 
CLEVELAND, OHIO 
170 Unusual Exhibits 


IT'S BRAND NEW!!! 


New styles will be displayed .. . 
New items of merchandise will be 
introduced . . . New manufacturers 
will exhibit. 


Business sessions will be held at 
HOTEL STATLER 
Exhibits in the 
CLEVELAND PUBLIC AUDITORIUM 


* 
COMPLETE CONVENTION PACKAGE 
(Registration, Badge, Program, 
Exhibits, 3 Luncheons, Banquet) 
Members $21.00 
Non-Members $24.50 
6 
Mail your registration to 
John R. Gray, Executive Director 


National Office Furniture Association 
175 Fifth Avenue 
New York 10, N. Y. 








handle, the Copy-Stamp comes complete 
with 12 stencils, celluloid writing plate, 
stylus, and tube of ink in fibreboard box 
at $12 from above address on money- 
back guarantee. 


PORTABLE TYPEWRITER 


Inter-Continental Trading Corp., 90 
West St., New York 6, N. Y., announces 
the SM3 model Olympia Portable Type- 
writer with a number of improvements 
not found on the older model, like the 
tabulator, automatic paper feed, paper 
bail that pulls far out front and swings 


back all the way, automatie spring re- 
lease paper suport, and others. In appear- 
ance the Olympia portable has a smart 
streamlined design that gives it added 
sales appeal. It embodies the same ex- 
pert workmanship and high quality that 
has always identified Olympia portables 
in the past. 


LEGAL STENCILS 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, Ill., makes two stencils es- 
pecially designed for the duplication of 
legal documents to produce as many 
copies as needed from one typing and 
proofreading and, by duplicating on plain 
paper, eliminate the use of more ex- 
pensive legal document paper. Each copy 
is easy to read and easy to handle. To 
avoid possible retyping, stencils can be 
filed and rerun if additional copies are 
needed later. One of these stencils, No. 
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W hich of these 


4 dangerous ideas do you have? 


(Any one of them could put you out of business) 


1. Do YOU HAVE THE IDEA your 
accounts receivable and other 
business records will always be 
there when they're needed? 
Don’t be too sure. Many a busi- 
nessman has dacovesed. after a 
fire, that the records he thought 
safe, were ashes .. . and the 
business that depended on them, 
totally ruined. 


4. dO YOU HAVE THE IDEA your 
fire insurance would cover all 
your losses? Take a good look at 
your policies or ask your insur- 
ance broker or C.P.A. You'll find 
ou have to sospers a proof-of- 
oss statement before you can 
collect fully. Could you do it— 
without inventory records? 


Consult classified 
telephone direc- 
tory for name of 
the Mosler dealer 
in your city, or 
mail the coupon 
now for free inform- 
ative material. 


THe Orrice—March, 1953 


DO You HAVE THE IDEA an 3. DO Y HAVE THE IDEA a 
aid. heavy-walled am ws ft o- fireproof building is a sure-fire 
your records from t's a protection? Just ask a fireman. 
dangerous idea. Old ~~ & with- ou’ll find that buildings like 
out an Underwriters’ Laborator- this only wall-inm an office fire. 
ies, Inc. “A” Label often act as They actually make it botter/ 
incinerators when the 7 era- 
ture gets above 350° F. They 
cremate records. 


Don't gamble your whole business future. 
Get a modern Mosler “A” Label Record Safe. 

Better face this fact squarely: 43 out of 100 businesses that 
lose their records by fire never reopen. Don’t risk it. Decide, 
right now, that your business records are going to have real 
protection—the world’s finest. That means the protection of 
a modern Mosler ‘‘A” Label Record Safe that has passed the 
Independent Underwriters’ Laboratories, Inc. severest test 
for fire, impact and explosion. Consult your nearest Mosler 
dealer, he will tell you how little it costs to give your records 
and your business the protection they need. 


1F IT'S MOSLER,..1T'S SAFE 


* Mosler Safe “7 


World’s largest builders of safes and vaults . . . Mosler built 
the U.S. Gold Storage Vaults at Fort Knox and the famous 
bank vaults that withstood the Atomic Bomb at Hiroshima 
ee e e o ee eee . . . ee e 7 eeee#es e*e = . ee 
The Mosler Safe Company e Dep’t O-3, 320 Fifth Ave., New York 1, N.Y. 
Please send me (check one or both): 
} Illustrated catalog, describing the new series of Mosler Record Safes. 
) Free Mosler Fire “‘DANGERater,” 


30 seconds. 


which will indicate my fire risk in 


NAME... POSITION........ 
PERM NAMB. . ccc cece rece c nen sceressscvesccseatereessveseee 
ADDRESS 


CITY 





Cursing a Blue Streak won’t 
cure the curl that messes u p 
duplicating jobs...but the right 
paper will. 


A paper that lays flat... and 
stays flat requires a little more 
effort to make, but it pays off in 
easier, trouble-free performance 
on any type of office duplicating 
machine. 


Eastern makes that important 
effort ...right on the paper 
machine. The result? A line of 


ATLANTIC BOND Pinas PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Business Papers especially 
adapted to office duplicating. 


You'll find Eastern Papers will 
perform better ... and look 
better with clearer, sharper im- 
pressions every time. 


Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond 
and Atlantic Duplicator — all 
with a wide variety of attention 
compelling colors—and Atlantic 
Opaque in brilliant white. Write 
or phone for sample packets. 


I 
4 
4 
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EASTERR 


960-L-25485 has a double line die-im- 
pressed into the stencil about 1-2/5” from 
the left edge. The other, No. 960-L-24067, 
besides the line, has line numbers, double 
spaced, die-impressed into it. Lines and 
numbers reproduce upon the copies when 
the stencil is run upon a mimeograph. 


LUBRICATING KIT 


Gaunt Industries, Dept. O, 827 Irving 
Park Road, Chicago 13, Ill., offers a com- 
plete kit of fine lubricating and cement- 
ing tools for typewriters and small parts 
of office machines. Gaunt’s Kit consists 
of a Hypo-Oiler pen-size oiler with hypo- 
dermic needle and cap with pocket clip; 


4 


Hypo-Jr., 2/3 the size of the Hypo-Oiler; 
Hypo-Lub, a pen size grease gun with 
large needle; and MHandy-Hypo, an 
adaptor with hypodermic needle which 
may be screwed on tubes of cement, glue, 
grease or oil and for which a steel wire 
is supplied for preventing materials from 
drying in the bore. The complete kit is 
$3.75 postpaid from above address. 


PRE-PRINTED PHOTO FORMS 


American Photocopy Equipment Co., 
2859 N. Clark St., Chicago 14, Ill., makes 
preprinted forms on photocopy paper for 
use with the Apeco Auto-Stat automatic 
photocopy machine. This allows filled-in 
information to be added and a dry, 
finished photocopy made of the completed 
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New! “Punchless” Binder 


Saves 80% in Time 


Look- No Holes ! 





SLIDE LOCKS CLOSED 


Compare any other method of 
binding with the new, revolution- 
ary “Punchless”. Zip — it’s open! 
Zip — it's closed! No time wasted 
punching holes and messing with 
“gadgets”. Papers are bound or 
released by merely pushing two 
slides. 

The “Punchless” Binder is 
ideal for file folders, sales and 
service bulletins, catalogs, price 
lists, house organs, etc. Letter or 
legal size in red, black or grey 
with “Punchless” clip at top or 
side. Order from your supplier or 
write to Cushman & Denison Mfg. 
Co., Dept. 0-8, 153 W. 23rd St., 
eS St Al i 


CADO 


“PUNCHLEESS” BINGES 








COLE'S new 


SECRET VAULT 











COLE STEEL EQUIPMENT CO., INC., 285 MADISON AVE., N.Y. 17,N.Y. 








Suen near tacmeeenendll 
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ACTUAL SIZE LOCK 


SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 
REALLY PRIVATE... Concealed vault safeguards your valuables 


The “MERCHANTS” File Sh q 
rg’ 4 

A heavy gauge steel cabinet containing two N q) } IC 1 » 

ball-bearing letter files, index drawer for own above 

3x5 or 4x6 cards (3200 cap.); 2 adjustable Actual s 1 picture), 

compartments under lock and key; steel (not @ 


ize of lock sh 
“blown-UP 


safety vault with large vault size dial lock shoul : 
jmitations - 


(only YOU know the combination). 

32” high, 30'2" wide, 17" deep. Olive 

green or Cole gray, baked enamel finish. The “DIRECTOR” File 
Similar to No. 1370 ex- 


No. 1370 4 IF cept instead of the card 
gous 2 third neg cn 
‘ ing rawer as een 
—_ added. 3742" high. 
No. 1473 $53.95 


The above with plunger 


With plunger lock which automatically lock that automatically 
locks all drawers. No. 1370PL.... $57.45 locks. all ancien No. 


Grained walnut, mahogany or knotty pine finish $12.50 additional 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF Ail COLE PRODUCTS ARE AVAILABLE ON REQUEST. 


SEND FOR COLE’S 1953 CATALOG 









HERE’S THE 


You can easily prove the CREST Model 
“C” as today’s greatest value in duplicators! 
Its amazing versatility, speed, accuracy, 
beauty and operating simplicity compare 
with models of much higher price. You 
get more work done — easier, at lower cost. 


WRITE todoy for complete details on the new 
REX-O-groph Crest Model “C" 
REX-O-graph Line of Duplicators. 


ond the complete 


Valuable Dealer Territories Still Available. 


I LX REX-O0-g2a4, wc. 
s \» 7834 WEST HICKS ST. 
wig MILWAUKEE 14, WISCONSIN 


id ha bi 


Dil Y 


Ya DUPLICATOR 


NO OTHER “BUDGET PRICE” DUPLICATOR 
OFFERS YOU ALL THESE MODEL “C’”’ FEATURES: 


Modern Streamline Design 

Automatic Paper Centering 

Positive Automatic Paper Feed 

New Three-Digit Reset Counter (optional) 
Original ALL-ROLLER Moistening Unit 
Quick-Change Master Guide and Clamp 
Handles Postcard to TISSUE Stock — up to 9” x 16%” size. 

* Accurate Registration in up to FIVE Colors from One Master. 

* Brilliant, Uniform Copies of anything Typed, Written or Drawn. 
* Priced from $98.00 to $865.00. 





FIFTEEN REX-O-GRAPH MODELS 
FIT EVERY COPYMAKING NEED 


Model RES — Avtomotic, with in- 
tegral bese, foot pedal control, for 
systems work. 


Mode! FM — Automatic paper center. 
ing, feeding, and counting 


R — Streamlined, ovtomatic 
feed, paper centering, counting, 
feather-light operation. 


Model RE — Fully ovtomotic, motor 
driven, integral cabinet. 
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form in 30 seconds, in sizes up to 11” x 
17”, without darkroom or the handling 
of liquids. <A free illustrated booklet 
describing this process ean be had from 
above address. 


PRODUCTION PLANNING 


Diebold, Inc., 2047 Mulberry Rd., 8.E., | 


Canton 2, Ohio, offers a free 4-page, two- 
color brochure describing the production 


control system at Pyle-National Co., Chi- | 
_ cago, producer of electrical and mechani- 
cal equipment for railways and industry. 


Among the benefits claimed for the pro- 
duction control setup by Diebold are: 
. lead time cut from 90 to 60 days, 25,000 
items actively controlled, turnover in- 
creased and capital investment lowered, 
extra clerical help unnecessary at inven- 
tory time, and complete inventory con- 
trolled from raw material through final 
sale. 


BINDING KIT 

Tauber Plasties, Ine., 200-0 Hudson 
St., New York 13, N. Y., have redesigned 
and improved their plastic binding kit 
and the cold rolled steel hand punch is 
now mounted on a plastic base which 
holds the crack-resistant vinyl plastic 
binding tubes in a built-in, compart- 


mented section. The unit weighs 214 lbs. | 


and measures 6” x 844”. Punch has two 
back gauges and a side gauge and puts 
g g 
two holes on 2%” centers through 15 
2 
sheets at a time, depending on weight of 
stock. 


f.o.b. above address on four week money- 
back guarantee. 
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The complete kit with 150 red, | 
white and blue Tauber-Tubes is $11.90 | 


VALET 78 RACKS 





MORE SALES 


Led by architects and office planners the 
trend is to Office Valet wardrobe equip- 
ment. By keeping wraps dry, aired and 
open to germ killing light this modern steel 
equipment helps prevent spread of epi- 
demics and resulting absenieeism. Keeps 
wraps “in press," helps employee morale, 
saves floor space, fits in anywhere, ends 
locker room evils. 

Widely advertised in general business, in- 
stitutional and trade magazines, this line 
offers an almost unlimited opportunity for 
profitable sales to offices, factories, schools 
and institutions. 


WRITE FOR BULLETIN OV-10 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, Ill 





Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


: CARBON COMPANY 
ENERAL OFFICES e SKOKIE, ILL. 








How Office Executives Are Meeting 
The Shortage of Clerical Help 





(Continued from page 80) 

invoices to determine the quantities due. 

Several years ago our payroll was con- 
verted to a peg-board system similar to that 
now used on our accounts receivable and 
our compensation records, payroll sum- 
mary, and checks are made up in one writ- 
ing. This system is very efficient and has 
cut errors to a minimum. Our next pay- 
roll problem was one of gathering the 
figures and figuring the payroll. Our fac- 
tory payroll is a combination of piece work 
and hourly day rate, and we have always 
had a problem of departmental breakdown 
including allocation of overtime. A num- 
ber of our factory employees work in more 
than one department during the course of a 
week, and the individual payroll sheets are 
made up for each department. This some- 
times involves the use of four or five sheets 
tor one employee during the week. There 
is a margin of error in that overtime may 
be incorrectly figured and that one or more 
sheets may be overlooked in making up the 
check. We have just completed a payroll 
form which incorporates all departments in 


“Well, every office manager doesn’t 
get a winter vacation.” 
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OFFICE 
MACHINE 
STANDS 


GENERAL SPECIFICATIONS: 


Frame 24/2" wide, 17%" deep, sim- 
ple elevating device. 3’’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%” width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”, 





Adjustable Ball Foot as- 
f = sures stability on uneven 
Shown with the IBM (20” carriage) an floor 
ELECTRIC TYPEWRITER 








GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
Ne} Md lolgeh(-Wm igo) oM (toh Me lel-tMolaM-TLial-1s excess of typical machines. Life time 


Tela ob <el-) oh folate] Me) o\-Ineh iol Me celuliolas service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 


ESTABLISHED 1921 








Tired of staying after hours to re-type 
letters? Are you angry with yourself because 


you keep typing too far down on the page? «eee then outtehe Lo 


PEERLESS-IMPERIAL 


FINAL-LN 
eae 
Three guide holes at the top and u Calon Tgpce 
bottom of an uncoated edge tell — 
you where to START—warn you 
when to STOP. Finat-Line gives 
you clean, sharp, beautiful copies. 
Further, this brown-backed beau- 





ty is non-curling. It lies flat and 
is available in all weights and 
finishes. Ask your Dealer for sam- 
ple sheets, or write direct to us. 


PEERLESS-IMPERIAL CO., INC. 


General Office and Factory: 28 Peerless Place, Newark 5, New Jersey 
New York Office: 13,108 Franklin St. ¢ Chicago 2, 179 W. Washington Street 
Detroit 18, 37 Linden Street, River Rouge, Michigan 
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one sheet with a departmental breakdown 
summarizing the total pay. This has given 
us a more complete picture of each em- 
ployee’s work for the week and has given 
us more facility of handling, also cutting 
down on errors to a considerable degree. 

With these various improvements in our 
systems and others yet to come, we have 
been able to handle a greater volume of 
_work with the same amount of help. This 
summer when one of our girls left, we were 
able to continue without a replacement be- 
cause of the many improvements made, and 
we found that work could be combined or 
re-allocated without any major upset to 
any one office employee. 


Farm Out Some Office Work 


RUTH M. CHAMBERS, Assistant Treasurer, 
Choptank Electric Cooperative, Inc., 
Denton, Md. 

Our office is located in a rural town, and 
we do have the problem of shortage of 
clerical workers. Wherever possible, we 
have installed machines to cut down the 
need for additional help. The Dictaphone 
has been one of the most valuable ma- 


chines we have installed. This permits the 
management employee to dictate letters 
while the secretary is transcribing previously 
dictated work. The speed in putting the 
work on the machine is increased, as well 
as the speed in transcribing. 

Our office issues a newsletter each month 


to its members. When we instituted this 
means of information to our members, we 
mimeographed the letters. This meant we 
needed office workers to cut the stencils, 
run the duplicator, staple the sheets to- 
gether, and fold these letters by hand. We 
now use offset printing for the letters and 
have them printed by a local printer. They 
are returned to the office ready for folding. 
This task was a monotonous one, and the 
job took many hours to complete. We in- 
stalled a Davidson folding machine and 
work which took four employees 244 days 
to complete is now finished in one-half day 
by one person. In connection with the 
mailing of the newsletter, the post office re- 
quires us to sort the letters by towns and 
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@ Finest quality homogenized oil 
base ink, laboratory controlled 
for use in any climate, on open 
or closed cylinders. 

@ Will not destroy stencils, clog cylinder 
or pad. 

@ Batch-tested for uniformity of quality 
and performance. 

@ Available in pound or half pound cans. 


Write Today for Name of Nearest Jobber 


NK SPECIALTIES CO., Inc. 


523 N. HALSTED ST., CHICAGO 22, ILL. 


In Canada: 
Carbon Paper Service Bureay 
94 Adelaide S., West, 
Toronto, Canoda. 





ener eam 


HERES THE SECRET 


Premium rubber tile, permanently 
bonded to a resilient sponge base. 
FOOT COMFORT Runners and Mats 
reduce fatigue by providing restful 
support to all who work standing. 


They pay for themselves in increased “ 


worker efficiency. Used at counters, 
machines, in corridors, etc. For Of- 
fices, Banks, Plants and Homes. 
Beveled edges; 8 marbelized colors. 


MATS: 18” x 30” 18 x 48” 36” x 64” 
RUNNERS: to 36” width, any length. : 
See your local office supply dealer or write 
FLOORING DIV., Dept. C-3 for prices, 
literature. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S. A. 


|tie them together in bundles. We hana- 
_ tied these bundles until only several months 
ago. We are now using an electric tying 
'machine which saves four employees ap- 
| proximately 114 days’ work. 

In connection with our payroll, we in- 
'stalled the Shaw-Walker Payroll System, 
| which has given us a more complete and 
'more accurate system, in addition to the 
saving it has made in the hours of work. 
We do have a problem, however, which we 
have not been able to meet. Ninety per 
cent of our members send their payments 
each month by mail. Our collection period 
is very heavy for seven days out of the 
month. It is necessary that this mail be 
opened, checked, the deposit made up for 
the bank, cash sheets made up and the 
stubs sorted for the posting machine. We 
feel that perhaps there is a quicker way of 
handling this part of the work, but to date 
we have not been able to work out another 
method which will give us the complete 
record we require. 


In-Training for Office Employees 


F. H. WERNER, Senior Staff Accountant, 
York Corp., York, Pa. 

The trend in the universal increase of 
clerical employees is reflected in an increase 
of 6.3% of clerical employees at York 
Corporation from October 1, 1951 to Sep- 
tember 30, 1952 as compared to the same 
period one year before. Within the past 
year we have initiated an in-training pro- 
gram intended to better qualify employees 
for their job thereby reducing the number 
of new employees required. For a num- 





Methods and Systems Salesman 


Leading business machine manufacturer 
has opening for a specialty salesman, one 
each in Chicago and New York. A top- 





notch man, with accomplished experience 
in Methods and Systems selling, is wanted 
for each place. A splendid opportunity 
in a progressive company with unusual 
products is available to the right man. 
Replies confidential. Address: 
Box 353, Office Publications Co. 
270 Madison Ave., New York 16, N. Y. 
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You Never Lose Your Place 


with Cabin lo Uso” 


SoundScriber’ 


DICTATING EQUIPMENT 


Finding your place after scanning is as simple 
as using a bookmark with SoundScriber’s exclusive independent 
listening and recording — helps reduce operating motions by 50%, too. 


Listen as far back as you wish with your playback arm. You can’t lose 
your place because your recording arm stays put... you resume dictating wherever 
you left off. Or for short review, you hear your last few words right from your ‘mike’, 
without touching the machine. For your secretary, on-the-disc “Television Indexing” 
does away with pesky paper strips forever. 
Learn what this versatile, all-purpose dictating 
system can do for you. Mail coupon today! 





SoundScriber Corp., Dept.O-3 
Only SoundScriber Offers You: New Haven 4, Conn. 


. Automatic On-the-Disc 4. Lightest All-Purpose Send sample disc and literature. 
Indexing. Machine. 
. Two Arm Flexibility. only dictation disc 


useable on long playing 
3. Mail-Chute Size Discs. phonographs. 


SEND TODAY sony 
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- oO be nt, s -~ 


SERVICE ORDER CONTRACT 
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DOT LEADERS 


jim rules forms and leader lines , composes type. . . 
ial all at the same time! 


PUSH-BUTTON OPERATION gives you any kind of a ruled 
line or combination of lines for any kind of a form—even 
directly on Litho-Plates, Stencils—or straight copy for 
photo-offset. Type matter is added at the same time—all in 
one operation. Automatic justifier gives the ruled lines and 
type composition evened margins. Change types in the 
middle of the job, if you like, any size or style. ...+.+ 


DS] TYPE STYLES have all the appear- 
ance and quality of fine printing. Differen- 
tial letter spacing is automatic.... all in 
keeping with professional type composi- 
tion. The DSJ operates like a typewriter, 
in your own office, and supplies all type 
needs from an office form to a house organ. 


This entire ad is an ‘office’ job. Body copy 
was ‘written’ on the DS] and heads were 
photo-composed on the HEADLINER. 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Avenue, Newark 5, N.J. 


Please send me Vari-Typer Booklet 139 
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ber of years we have recognized this prob- 
lem-and have kept our increases at a mini- 
mum by the application of the following 
procedures. Pre-employment testing pro- 
grams. Close relationship between Super- 
visors and employees. Memberships in or- 
ganizations interested in advancement of 
office methods, procedures and equipment. 


Better Environment; Punched Cards 


EDWIN C. HOPKINS JR., Secretary, 
Phillips Packing Co., Cambridge, Md. 

The problem is one to be given serious 
consideration by all office management to- 
day. We have foreseen, at least in a 
measure, the results of the shortage of all 
classes of clerical workers, and as an 
alleveating effect in this situation we in- 
stalled IBM machine equipment a few years 
ago for the handling of all invoicing, sta- 
tistical work, and payroll handling. 

In our effort to make our surroundings 
more attractive for our workers, aside from 
maintaining a pay rate schedule comparable 
to our local situation, we have recently 


remodeled our office by putting in air con- 
ditioning, sound proofing, and fluorescent 
lighting and these conditions of comfort as 
well as the modern maintenance of our 
equipment, has, in our opinion, enabled 
us to get not only a better class of workers, 
but to increase our efficiency commensurate 
with the investments involved. We believe 
that we have kept pace in keeping our office 
up with the factory in our adjustments 
relative to the personnel situation. 


Coding Forms 


(Continued from page 79) 

on office forms performs.” Of course, 
the information is partly defined by 
the form and partly by the specific 
entries made in a given case. It would 
be more accurate to say that the fune- 
tional code is a code of the operations 
which go on in an office and is based 
upon the reflection of these operations 
in office forms, or parts thereof. 

As suggested at the outset, our ef- 
forts to code these functions sprang 
from the engineer’s desire to achieve a 
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Direct Image Aluminum Plates 


Now that aluminum is more plentiful, we are making 
DIRECT IMAGE METAL OFFSET PLATES which offer 
© Longer runs—up to 50,000 copies and more. 


© Superb reproduction—finer, sharper, better-looking 
results for every kind of copy and illustrations. 


© Accurate printing—no stretching on offset machines. 
© Easier and cleaner to file—greater rerun capacity. 
© Corrections made much more easily, 


AVAILABLE FOR ALL TYPEWRITERS—SPECIAL THIN PLATES FOR VARI-TYPERS 


Send today for a package of these Direct Image Aluminum Plates. 
Try them and test them on your machine—before you pay one cent! 


Dealer inquiries invited. 


LUMIROL CORP., 153 East 26th St., New York 10. N. Y. 
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PORTABLE 


SEE this new machine and ex- 
amine its 
Test it and be convinced. Check 


exclusive features! 
paper feed, the 
automatic spring-release paper 
support, the paper bail that 
pulls way out to the front or 
swings back all the way. These 
are only a few of the exclusive 


the automatic 


. features found only on the new 


Olympia SM 3 DeLuxe Portable. 


INTER-CONTINENTAL TRADING CORP. 


90 WEST NEW YORK 6 Ls 
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objective approach to of- 
fice work, timing, inter-relationships, 
impact on the human factor and the 
human factor’s impact upon it, the co- 
ordination of the utilization of infor- 
mation in a way to be most serviceable 
to all departments or divisions of the 
organization, the planning of office ma- 
chinery, the content of office jobs, and 
the engineering of the whole paperwork 
job to get the best results. 

After having been aware for a num- 
ber of years of the inadequacies of 
techniques of interviewing office workers 
to tind out what goes on at a given 
desk or with respect to a given matter, 
we began developing more objective 
techniques by having each action ex- 
plained in terms of the piece of paper 
on which it was recorded or from which 
it derived. As we began to formulate 
a funetional coding system, this prob- 
lem erystalized and found expression in 
the following memorandum to our staff: 

“To see that the various pieces of 
paper in various organizations which 
are devoted to accomplishing the same 
task or function are brought together 
through this device (code),” and fur- 
ther, 

“To define and classify the various 
functions of business (commercial, pro- 
duction, and financial) enterprise so that 
we may comprehend and measure the 
procedures required, their interlocking 
characteristics and needs, their dupli- 
cation; to aid in the selection of the 
most effective office machines, to stim- 
ulate the design of the proper ma- 
chines; and to aid in defining the per- 
sonnel required for the various aspects 
of paperwork.” 

We emphasize again that we are not 
interested in the forms themselves but 
in the thing which they do, the task 
for which the form together with the 
specific entries thereon are the agent. 
We have no interest in the cocoanut 
shell; it is the meat we seek. In in- 
struction to our staff in approaching 
these basic questions through a study 
of forms, the above memorandum added: 


measurable, 
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It’s not just a wastebasket 
it’s a... 


WECOT - 


TRADE MARK 


When you buy Vul-Cots, you are getting more 

thana mere receptacle for holding waste paper. 

You are buying economical waste handling, 

for years. Every Vul-Cot you purchase carries 

with it a 5-year guarantee. Cut your mainten- 

ance and replacement costs—end your waste New Square Top—2A 
handling worries now—just say Vul-Cot. 

The two Vul-Cots illustrated are mew in the line. All Vul-Cots are 
made of hard vulcanized fibre, they look better and last longer. Colors 
do not chip off; double rolled tops do not break. They are light- 
weight, noiseless ... exclusive bonded seam construction gives added 
strength. Vul-Cots do not crack, splinter, dent, rust or corrode. 
Standard colors: maroon-brown and olive-green. Write today for 
catalog price sheet—Dept. O-3. 


For Sale by Stationers and Office Supply Houses Everywhere 


NATIONAL VULCANIZED FIBRE CO. 


Wilmington - Delaware 
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50% faster with 
Oxford? PENDAFLEX® 


HANGING FOLDERS 


Send coupon for catalog and 
name of your nearby dealer 
who will install a_ trial 
drawer. Money back if you 


are not satisfied. 


Send for free Oxford Filing Supply Co., Inc. 
CATALOG 109 Clinton Rd., Garden City, N. Y. 
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“Let it also be recognized that at 
least two complicating circumstances will 
enter here: (a) The same form may be 
devoted to more than one function and 
at the same time, or within a time pat- 
tern and (b) various parts of the same 
form may be applied to various fune- 
tions, so that the same form may have 
several sub-classifications.” 

If, therefore, we are not interested 
in office forms but rather in the sub- 
ject matter written on forms, we are 
brought face to face with two ques- 
tions: What do forms, as agents, do? 
What are the functions of a business 
enterprise which must be controlled by 
paper (forms) ? 

Answering these questions without 
analyzing the answer, but merely in 
explanation of the conclusion we have 
come to, we suggest that the author- 
ity, or power, or nature of forms can 
be classified as follows: 

1. Apply. 

. Authorize. 

. Identify. 

. Motivate machines (in any or all 
the other categories). 

. Notify. 

. Order. 

. Record. 

. Report. 

. Miscellaneous (to be defined, and 
supplemental to, or consolidating, 
various aspects of the other cate- 
gories). 

To answer the second question and 
analyze the answer is the task of a 
volume and not a paragraph. It will 
be sufficient to say here that our break- 
down is in 20 major divisions, plus one 
for undefined, and one for unknown- 
but-to-be-defined for any particular 
client. This makes 22 classifications, 
running from “accounting” to “time- 
keeping.” These major classifications 
are sub-divided. Using “accounting” 
an illustration, you will recognize that 
there are about 15 sub-divisions in this 
group alone. We can, however, by this 
method of subdividing the major func- 
tional groups, get as great refinement 
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in classification as is needed in any 
case. 

A determined effort was made in this 
country during the 1920s to classify 
the functions of business in ten generic 
conceptions, the motive being to en- 
able the use of the Dewey Decimal 
System for filing similar to the Dewey 
Classification for general fields of knowl- 
edge on which the indexing for li- 
braries is done. Our objectives in clas- 
sifying the functions of business are 


as they have been defined in this state- 
ment. The complexity is great because 
we are trying to embrace office op- 
erating problems at the same time that 
we encompass the entire paperwork 
problem. The latter, of course, in- 
eludes in addition all records of pro- 
duction, transportation and distribu- 
tion, and also general management and 
promotion records in the office. The 
answers which we have obtained, draw- 
ing upon pertinent experience wherever 





Slice of the morning! 


Is a slice of your payroll wasted every morning? Do people 
sit around for five or ten minutes while someone opens the 
morning mail by hand? With a PB MailOpener, the whole 
office force is off to a Read start! 

The electric LE MailOpener opens mail quickly, 
cleanly, safely. The merest touch of the guarded cutting 
shaft trims a hairline edge off the envelope . . . any size or 
thickness—any kind of paper. 

Ask the nearest PB office to show you the model best 
for you, hand or electric. Or write for the free illustrated 
folder: Pitney-Bowes, Inc., 3462 Pacific St., Stamford, 
Conn. Originators of the postage meter. 

Offices in 93 cities in the U.S. and Canada. 


FREE: Handy wall chart of Postal Rates for all 
classes of mail, with parcel post map and zone finder. 


PITNEY-BOWES 


MAILOPENER 
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B192E Eletric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
‘The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 


Dials visible at all times and all calculations are shown 


on printed proof, Special Multiply Key, as easy and 
——<—<=—<=———=<=- simple as adding. Transparent paper 
cutter for complete visibility. Items 
and totals up to 9,999,999.99. 


BARRETT ADDING 
MACHINE DIVISION 
Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 
B 192 Hand-Operated Printing Calculator 





| arise 


we can find it, are definite and accom- 
plished. These classes are subject to 
constant refinement and _ elaboration. 
The classifications which we now use 
are available upon responsible inquiry 
and without obligation on the part of 
the inquirer. 

We now come to, the question of the 
point at which the functions of forms 
or are fulfilled. Modern busi- 
ness enterprise is by no means unicel- 
lular. It represents not only horizontal 
and perpendicular integration but vari- 
ous highly specialized units of the same 
business as well as equally intricate 
relationships with correspondents or 
contractors which function in effect as 
an integral part of the total business 
organism. The coding problem for the 
closely integrated, all-in-one type busi- 
ness is very simple: The form is used 
either internally or externally. 

There are, however, important usages 
of forms which are neither external 
nor internal. Complex business enter- 
prises, operating over wide areas, use 
forms for complex relationships. The 
point of origin and the direction of 


| flow of a function needs to be reflected 
| in the functional code if it is to be the 
| most vital as a method of analysis of 


| 
| 
| 





| of additional 
| thus be provided for are: 


procedures. The minimum 
conditions which must 


paperwork 


Inter-branch, ex home office; 
Inter-company, ex home office; 
Inter-plant, ex home office; 
Inter-branch, ex branch, 
Inter-company, ex subsidiary, and 


SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 
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Want 
Quality 
Plus 
Economy ? 
Use Our 
Reliable 
ROUGHS & 


ADDERS 
CALCULATORS 
TYPEWRITERS 


BOOKKEEPING 
MACHINES 


ADDRESSING 
EQUIPMENT 


Rebuilt 8M Marchant 


We offer fair prices, 
guaranteed rebuild- 
ing, prompt serv- 
ice to users and 
dealers the world 
over. Ask for our 
quotation on any 
make or 
office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable “‘ADDBOOKAL’ 


model - 














KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Appearance— 
Durability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
ive better service 
than any othe. of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. 8.W., Grand Rapids 2, Mich. 
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VANGUARD 


STEEL STORAGE FILES 
“Double” as active files. Stack without sag 
or bulge. Easy roller operation. Oven- 
baked gray or green—brass finish trim. 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


The PARALINER is a new device for rul- 
ing forms, It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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Inter-plant, ex plant. 

But the objectives which we have set 
up to be realized through the code 
are not yet accomplished. The next 
considerations are: Considering that 
each part of a multiple form almost 
invariably has a separate function from 
each of the other parts, and that in 
reality a multiple form is an assembly 
of heterogeneous forms in one unit, 
for functional purposes we must treat 
each part of a multiple unit as a single 
form for coding purposes. 

What of the progressive use and re- 
processing of a given part of a form 
whereby it supplies the data for re- 
peated functions or may be progres- 
sively elaborated to accommodate suc- 
cessive functions? The variations in 
flow and use are almost limitless in 
their manifestation. 

Perhaps an illustration will give a 
better idea of how the above objectives 
are achieved in the functional code. 
Take the receiving department part 


of a purchase order: 


5P2—Internal purchase notification 
also distributed to receiving. When the 
material is received, the receiving de- 
partment enters its information and 
sends the form part to the accounting 
department as a receiving report, cod- 
able 

8Q2—Internal receiving report. The 
accounting department would check it 
against vendor’s invoice and would in- 
clude it in their voucher for that vendor 
when it would become an accounting 
record, codable 

7A2—Internal accounting record. The 
accounting department would send _ it 
to the approving executive who would 
authorize it for payment by the cashier 
when it would become a cashier’s au- 
thorization, codable 

2D2—Internal cashier’s authorization. 

Omitting the repetition of the in- 
ternal code, the progressive coding of 
this part of a form with its changes 
of function would be 5P2-8Q-7A-2D. 
To define the progressive changes in 
the original function, the code is writ- 





DISTINGUISHED for quality and design 


THE WORDEN LINE OF 
OFFICE FURNITURE 


is known and respected 
for its high standard of 
quality, construction and 
attractive design. WORDEN 
furniture offers you new 
opportunities to make in- 
stallations worthy of your 
store’s good reputation. 
Only Worden makes the 
New Space-Saving SECRA- 
TYPE desk, 


Write us for 
further particulars. 


wonoeN / 7AcWORDEN Coupny 


o, HOLLAND,MICHIG 
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ten 5P2 (8Q-7A-2D)—read “becoming” 
for the parenthesis—is an “internal 
purchasing notification, becoming re- 
ceiving report, accounting record, and 
cashiers authorization.” 

But the functions of business, as we 
have defined them, are too broad in 
most instances for the code to be serv- 
iceable in cases where the total forms 
and parts of forms to be coded reaches 
15,000 or 20,000. Therefore, the sub- 
division of any function is written as 
a fraction. To illustrate again: Cost- 
ing Production Report—8K/18 (8A/1- 
7A-5J-7E2) equals “plant costing pro- 
duction report to home office, becoming 
cost accounting report, accounting rec- 
ord, planning notification, and numer- 
ical file record.” 

The mechanics of the code are im- 
portant. There are nine classifications 
in the prime classification, expressing 
the authority, power or nature of the 
form. These are identified by numerals 
limited to one space, or ranging from 
0 to 9, in the first position. In effect, 
one of these ten designations is unas- 
signed or free. In the second position, 
the functions of business are designated 
by letters. There are 20 of these func- 
tions. Two letters are left free for 
specific designations in a given case, or 
for new classifications in the future. 
(This is based on the assumption that 
i, 1, o and u will not be employed as 
symbols because of the risk of confus- 
ing o with zero or the letter | with the 
numeral one.) 

The sub-divisions of the functions are 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
UVIQUVNGDnatvoss = coonennnQHHIIL 
|. A. DEHN, JR. 


The Pioneer Adding Machine 
ADDING MACHINE PARTS EXCLUSIVELY 


P.O, Box 144, Elmhurst Station, 
Oakland 3, Calif. 





Parts Man 
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For Them: 


More Copies! 
For You: 


More Profit! 


(° Duplicator 
Fluid 
For all Spirit Duplicators 


Retails for $3 a gallon. 


Dealer discounts up to 60%! Sold with 
an iron-clad guarantee of satisfaction 
or money back! A top-grade Fluid 
of high methanol content, PPC meets 
Govt. specifications # OD825, Type II, 
Spirit Process Fluid. PPC produces the 
maximum number of sharp bright 
copies, is quick drying, and guaranteed 
not to corrode rubber or metal parts. 
For more profit and faster turnover, 
write for the PPC Dealer Profit Plan 
today. 


POTOMAC PRODUCTS 
CORPORATION 


1107 19th St... N. W., Wash. 6, D. C. 





“ma-co” 


THE MAGNETIC COPYHOLDER 





NEW, MARVELOUS COPYHOLDER... 
ENTIRELY DIFFERENT! 
Amazing copyholder - - - the MA-CO Liner - - - 
puts copying and transcription work in entirely 
different class - - - with new ease and accuracy 
. . . perfect for filing, too! Easy fingertip control 
~—with the Magic-Magnet liner bar—it floats up 
or down paper. Adjustable for YOUR eye-angle, 
eye-distance. It's NEW! It’s almost MAGIC! 
See how easily it works at stationers, or write: 


THE PETTERSEN MFG. CO., INC. 
627 Milpas, Santa Barbara, Calif. 


Pritt iti 
The Pettersen Mfg. Co. 
627 Milpas St., Santa Barbara, Calif. 
C) Please send literature. 
Name 
Company 
Street 
City 
State 
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defined by numerals, expressed as a 
fraction written in combinations of let- 
ter and numerals. This group is capa- 
ble of indefinite expansion but in most 
cases a sub-division will be limited to 
one space or total sub-classifications of 
ten. The sub-classifications can contain 
two or more numerals and give a limit- 
less expansion. More than 99 sub- 
classes are not now foreseeable and thus 
two digits will suffice. 

The flow of a form is not an essential 
part of the conception of function, but 
is important as a working technique. 
Eight locations are designated by 
letters. This aspect of the code may or 
may not be ineluded but, if it is in- 
cluded, the designation is placed in a 
preliminary position. The first basic 
position in the code is a numeral. The 
presence or absence of a preceding let- 
ter does not alter the positioning be- 
‘ause the positioning of all other des- 
ignations sequential to the base posi- 
tion is fixed and unchanging and can 
be written by hand or machine, read 
or interpreted without any key other 
than a knowledge of the symbol in a 
given position. In the foregoing il- 
lustration we have omitted the desig- 
nation of the sense of flow of a form. 
This would, if employed, be super-im- 
posed as the initial expression in the 
total code. 

The subject of filing is not here un- 
der consideration but it is worth noting 
that the file classifications can be built 
around the functional code, using the 


STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 


years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 
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the forms you need designed for SPEED 
reanysels 


Readyset carbon 

inter-office memo sets are 
designed so the party 
requesting information need 
only enter his request for 
data, then merely snap-out 


his memo copy and forward The modern carbon interleaved 


the remainder of the set to 
the intended recipient. 


The receiver upon reading 
the memo, supplies the 
necessary data in the space 
allotted. The remaining copies 
are then snapped-out allow- 
ing the recipient to keep one 
copy while the other is 
returned to the sender com- 
inter-office memos plete with requested 


WRITE TODAY FOR FREE SAMPLES! information. 


Dealers, Inquiries Invited 


Clip this ad to your letterhead and mail to 


NATIONAL LITHO FORMS COMPANY 


18423 EUCLID AVENUE 


CLEVELAND 12, OHIO 


Designers and manufacturers of carbon interleaved business forms 
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— eee 
Rex-Rotery Distributing Corp. 19 W. 31 St., Mew York 1, MY. 
Let me hove more information obout the new Rex-Rotery 0270 duplicator ond § 
the nome of my necrest distributor 
a 
§ 











REX ROTARY pict Corp... 19 W. 31, New York - Address 3 
Ee ee ee aE cme 
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ep oy 


RONES 


ADDO MACHINE CO., 
145 West 57th St., 
Circle 5-6940 
ve U.S. Dist 


MA 


An oe famous, 
custom built, competitively 
priced duplicator without peer! 


The finest product of one of 
the world’s oldest and largest 
manufacturers of duplicating 
equipment . . . a product 
serving business on five con- 
tinents for over fifty years. 


eee 


Prompt Gieory of machines, 
parts and supplies from 
New York headquarters. 


Factory trained representatives 
to assist you with sales and 
service problems. 


A duplicating machine which 
can reproduce a letter, illus- 
tration, even a photograph. 


Years ahead duplicating 
features as: 


© 25 second color change 
® New, self-inking drum 


@ Roneo-tronic stencil 
cutting service 


Write for your 
copy of Roneo’s 
amazing folder— 
“‘Mimeographing 

without Stencil 

Cutting” 


INC., 
New York 19, N. Y 


ributors 


meo Machines 





| second and third elements in the code. 


inelude 
99 


a 


This would the functions of 
business, in classifications and as 
many sub-divisions as may be needed. 
Increasingly in recent years files have 
been made tools of management and 
not merely graveyards for inert and 
forgotten data. 


It is probably unnecessary to ana- 
lyze the structure of the code from an 
operating point of view. We accepted 
at the outset, as a practical matter, the 
following qualifications as necessary for 
its use: 

a. That the code be written on a single 
line, and be capable of recording by 
hand or on a typewriter. 

b. That it be so constructed that it 
would not be necessary to insert blanks 
or spaces for unused parts of the code 
in any given ease. The code depends 
upon sequence of its methods of expres- 
sion, but not upon position. 

ce. That the sub-divisions of the func- 
tions of business be capable of indefinite 
expansion without conflict. 

d. That the capacity of the code for 
the expression of the progressive fune- 
tions or use of a form be done as oc- 
casion requires and without limit. 

e. That the inorganic part of the 
code, the locus or sense of flow, be 
capable of expression or omission as 
conditions require without inducing 
misreading or misinterpretation. Sim- 
plicity, requiring the minimum of 
memorization to use or to read the 
code was also kept as an uppermost 
consideration. 

There are the related problems of 
identifying the code with forms or 
parts of forms and relating the func- 
tions of business so coded to the sta- 
tistics of usage; of indicating existing 
departments, sections or units of the en- 


| terprise whose forms are being coded, 


and of designating duplicate forms for 
the same function which are continued 
for cause. These are more strictly 
problems of form numbering, supply 


| procedures and organization structure 
| than. of the functional code itself. 


The 
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objective of the coding has been to 
get through to fundamentals and to keep 
the dust out of the analyst’s eyes by 
supplying, on an objective factual basis, 
the true picture of what is being done. 


Posting Machines 


(Continued from page 12) 


to other relevant information. 

The operator who receives the sub- 
scription with its check and data has 
before her a metal table into which is 
sunk a plate some 18” square. Slots 
in this plate permit knurled selectors, 
projecting a trifle above flush, to ro- 
tate at the operator’s fingerstroke, so 
that certain numerals will come upper- 
most. The top row of selectors—single, 
double, single—are for current date; 
the bottom row, for date of expiration; 
the second section for amounts up 
to $999.99. Numeralizing mechanisms, 
keylocked at top of plate above the 
selectors, have been manipulated by 
the operator to show the day’s serial 





Glues With the 
Convenience and 
Neatness of a Pencil 


No more staples or messy 
glue. Glu-Pen “dots” 
fasten securely — in- 
Waterproof, 
Glu-Pen can’t 
leak, clog, or dry 
up. Maroon, green, 
gray with 2 
Glu - cart- 
ridges of 5000 


A 
“MUST” 
for stantly. 
EVERY too. 


OFFICE 


Ideal for home, 

shop, school. 
Wonderful for art- “‘dots’’ each 
ists and photograph- in Gold Foil 
ers. gift box. 


$995 PPD Send check 


or M.0. No 
each C.0.D.’s please. 


Quantity Prices on Request 
SANFORD SALES COMPANY 
170 Broadway, New York 38, N. Y. 
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the incomparable 


addo-x 


ten key adding machine 


Write for 
literature or 
name of nearest dealer. 


Silent speed, feather-touch action . . . new 
symmetric keyboard . . . precision-built and 
streamlined appeal—outstanding features that 
have made ADDO-X adding machines the 
overwhelming choice of all types of busi- 
nesses. Vibration-proof suspension isolates the 
mechanism from the cover . . . insures quiet, 
smooth operation. The new ADDO-X is unsur- 


passed for speed, accuracy and dependability. 


ADDO MACHINE COMPANY, INC 
145 W. 57th St., New York 19, N.Y. Ph. Circle 5-6940 
Exclusive U. §. Distributors for Addo-X Adding 
Machines — Roneo Mimeo Machines 
Multo Calculators 





SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Mail Bags For Your 
Select Clientele 


WRITE FOR CIRCULAR 


32 t MewhLiAms ST 
OND OY LAC wis. 


DIRECT FROM PRECISE CARBON 
MANUFACTURER STATEMENTS 
FOR ALL TYPES OF BOOKKEEPING 
MACHINES & SYSTEMS 


INCREASE EFFICIENCY +» SAVE TIME, MONEY 


* Duplicate Fold Over * Single Edge 
* Snap Out * Fine Line 


PRECISE CARBON FORMS ARE LOW PRICED! 


For Quotation Write to 


PRECISE CARBON FORMS 


359 JAY ST. + BROOKLYN 1,N. Y. 





@ BookKEEPiING 
@ CALCULATING 


epaired or re- 
“conditioned. Write for 
current prices. 


321 BROADWAY « NEWYORK? W.Y 
WO 4-1240° cable: Hodgmach 


WANTED TO BUY 
ADDRESSOGRAPHS 


GRAPHOTYPES « SPEEDAUMATS 
FRAMES ¢ TRAYS ¢ CABINETS 
Send Model and Serial Numbers to: 
ADDRESSING MACHINE CO. OF CALIF. 


618 Mission St., San Francisco 5 
Attention: Norman L. Cotton 














1 


| preceding machine symbol. 
ber 


| tions that she takes. 


number from a zero start. Sub-totals 
and totals of entries are carried and 
shown. 

It happens that we are early and Mrs. 
Hillyer’s order is first out. Hence her 
opening serial number is 000 with a 

This num- 
H’s entire 
of the edi- 
The operator sets 


will not cover Mrs. 
transaction, but only one 


| the amount-selectors at $20 and the ex- 





piration selectors at 12-18-53 in the 
printing section of the machine to the 
left of the control plate. A button is 
pressed and instantly, on the bottom 
edge of the order, appears a_ printed 
line showing symbolized serial number, 
amount received, entry date, paid to, 
like this: 1W000 $20.00 12-18-52 12- 
18-53.” 

The check is next inserted and the 
same notations are printed at its bot- 
tom lefthand edge. There are differ- 
ent machines with different operators 
for each edition. The item is multi- 
posted above “zero amount” starting 
entry made three days previously, on 


the canary ledger and billing cards for 
the eastern edition. These cards already 
bear the imprint of Mrs. Hillyer’s ad- 


dress plate. 
ecards for 


In like manner the pink 
the midwest edition, the 
green for the southwest edition, and 
the white for Barron’s Weekly—the 
three Wall Street Journal pairs serial- 
numbered 1W001, 1W002 and 1W003 
respectively—are furnished with multi- 
posting notations (Fig. 1). Each item 
is also machine-noted upon the order 
and the check so that when the opera- 


| tions are complete, the order, check and 


| the four pairs of cards have been sev- 


| mation 


erally imprinted with four lines. 
The multiposters are in block for- 
of four machines. This ar- 


| rangement, together with the flat top 


| construction 


of the machine, permits 
speedy interchange between operators. 
We shall now follow the check to its 
final destination, before picking up the 
trail of its appurtenant records. The 
check is first microfilmed. Then a Pit- 
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A PEDIGREED BAND... 


~ PROMPT 


—— eee C(eLIvERY 


OUTSTRETCH ... OUTLAST... OUTSELL... ALL OTHERS 
Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 





The answer to your protection against check 
forgeries and alteretions is simply protection 
with the Safeguard system of Model H or K 
Checkwriters. The maceration of name and 
amount line prevents check alterations. For 
your free folder “Be Wise” write Safeguard 
Corp., Lansdale, Penna. 





Safeguard Corp. 


LANSDALE, PA. 
CELEBRATING OUR 40TH ANNIVERSARY 
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American Sasmess Looks to Youth 


Larry C. Hart, Vice 
President of Johns- 
Manville Corp. and 
President of Junior 
Achievement, Inc., is 
interested in tomor- 
row’s business 
leaders. 

‘‘An effective 
method of develop- 
ing an understanding 
of the fundamental 
philosophy of com- 
petitive enterprise 
among young people is Junior Achieve- 
ment—a program in which high school 
students learn about business by actu- 
ally being in business. This program is 
education at its best. The teen-agers 
are not taught; they learn for themselves 
out of their personal experience. 

‘“We executives not only encourage 
this program, but keep ourselves abreast 
of the latest progress in management’s 
thinking and its utilization of the best 
in office machines and equipment by at- 
tending the National Business Show each 
October.’ ’—Advt. 


Larry C. Hart 





YE POSTURE CHAIR CO. 


1205 Charlotte — Kansas City 6, 


MACHINE 
STAND 

Lifts off safety domes 
with clever lever. TEN 
DAY DELIVERY after 
receipt of order. 





WwW 


Tak 


Autographic 
REGISTERS & FORMS 


@ CONVENIENCE 
@ SIMPLICITY 
e ECONOMY 


FOR 
Small Forms Use 
FORMS—3''x5"’ 


Model S-J 
-<asrwk ve 


6''x8Y2" Duplicate. hw $8. 15 


Form Prices & $1.00 per 100 (Single Copy) 
As Low as $2.00 per 1000 (Duplicate Copy) 
@ STOCK FORMS AVAILABLE FOR 
PHONE MESSAGES SALES TICKETS 
SERVICE CALLS PETTY CASH 
RECEIPTS EMOS 
© SPECIAL COPY FORMS (imprinted & No'd) 


Sold by Leading Stationers and Business Suppliers 
LIBERAL DISCOUNT TO DEALERS 


ECONO-PA 


oo 


REGISTER 1337 East 27th St 
COMPANY Kansas City 8, Mo 





for BIG profits . . 


big 
> figure 
a, 


\ | 
NUMBERING \ 
MACHINE 


There's big de- 


mand for Force 
Columbia wherever 
large, readable +” 


figures are needed. 
Write for price lists 


A FORCE 


MPANY rep 


ot 
5S WM. 
4 
ae RATED 
¥ 2IO NICHOLS AVENUE, BROOKLYN 8,N.Y 
SALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO, CANADA 








ney-Bowes Tickometer endorses it for 
deposit. It does not go through any 
central accounting or treasurer’s office, 
because the circulation department de- 
posits direct into Dow Jones accounts 
maintained in various banking insti- 
tutions. Mrs. Hillyer’s check is one of 
a large number deposited that day, let’s 
say, in the Hanover Bank. 


Since a great many of the checks 
are in predetermined sums—$20, $11, 
$6, $5, $2.67 for various terms of sub- 
seription—these are grouped together 
on the deposit ticket and a single ex- 
tension is listed for the several totals. 
In this way much time and labor is 
saved. The Hillyer check for $75, not 
being groupable, is included in a final 
(miscellaneous) item. 


At each day’s end, cash receipts of 
the circulation department (including 
checks) are grouped into term types 
and tabulated on the report sheet (Fig. 
3) to show, in respect to each type, 
serial numbers, quantity, total amount. 
This sum is broken down into totals 
of subscriptions, postage and miscel- 
laneous. The tabulation is made easier 
by the multiposting machine setup 
which we have already witnessed. A 
white sheet is used for the Wall Street 
Journal, canary for Barron’s. Lastly 
there is a yellow summary sheet for the 
day (Fig. 4) entitled Circulation Cash 
Receipts, which is a breakdown hori- 
zontally by editions and vertically by 
terms of subscription, postage and mis- 
cellaneous items. These reports go to 
the controller. All cards, remittance 
checks, orders and any other documents 
appurtenant to a subscription before 
separation, have been microfilmed be- 
fore separation. After posting on the 
multiposting machines, ledger and bill- 
ing cards are taken to sorting desks for 
filing. 

The ledger cards are filed geo-alpha- 
betically by subscriber’s name in steel 
eard record desks behind combination 
geographic and Variadex guides. “This 
arrangement,” Mr. Ackell explains, “is 
the most convenient for finding and 
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“the most advanced 


fy 


i Machine 





Ei Posting 
| | Equipment 








IS NOW A REALITY! 


>> Simplicity, economy and efficiency make 
. Alpa posting equipment the most advanced. 
Alpa trays hold sheets in the ideal position 
without the expense or inconvenience 
of tabs (tabbing and offsetting can be 
used if pe ma Sheets cannot slip. 
Each tray safely holds 750 sheets plus 
vides. Simple release mechanism enables 


Cote ee 
Sees tet anit. t58- 


the operator to open and close tray 
3 with minimum effort. 


Alpa stands 
are adjustable 

, in height, 

i revolve for best 
working position, 

cannot tip over, 

|. Alpa quides are 

' | made of strong, 

_ + light plastic to 

; . resist bending or 

i breaking. Alpa mobile 

| ~ cabinets can be 

| * effortlessly wheeled about 

| 1 while firmly holding 6 or 9 
full trays. Write for illus- 

. trated literature and 
compare Alpa machine 
posting equipment's design, 

¢ price and efficiency 
with any other. 

| Dealer inquiries 

| invited. 


fw~— = 


ui 


i 


Manufactured by 


Ara Patlic Aeds LM 


262 Portobello Road, London. W.11, England 
; U. S$. Distributor: 

Douglas Du Lac, 45 Prospect Place, New York 17 

While we specialize in making equipment to cus- 

tomer’s individual specifications, standard sizes 

arégalways available. Delivery within 4-6 weeks 

from) receipt of order. 








TYPE ULEANING MADE EASIER 


with the amazing 


am 


ee 5 4 CLEANS 
f * Typewriters 


Typists ond business 
machine operators want 
*Norta Plastic Type Cleaner 
—it's easy to use—no mess 
— no liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request writ: 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


“$LIP-ON” LABEL HOLDER 








SO-! For I"' Ring Books, 25c ea. 
SO-2 For 2" Ring Books, 35c ea. 
$O-1'/. For I'/2"" Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


"“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 





7/2 INCHES 
Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9% N. Y. 





NOW... YOU CAN MAKE 


DRY Photo COPIES 


of an; thing typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy © Economical... 
Prices start at $80.00 


—— pa literature on our 
ss machines. 


dry a ¢ proce 
GENERAL ‘PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 














pulling cards when needed for renewal 
posting as well as for recording changes 
of address, or for preparing or verify- 
ing the geographic section of Audit 
Bureau of Circulation reports.” The 
filing process for ledger cards is in four 
steps: A girl separates in standard sep- 
arator by rough sort; a second girl 
separates by states and cities; a third, 
alphabetically within states and cities; 
a fourth girl files. 

The billing cards—deemed vitally im- 
portant records because (a) they es- 
tablish the paid-in-advance liability to 
each subscriber and (b) guide renewal 
solicitation—are filed in Safe-Files by 
cut-off dates. That is, they are filed 
chrono-alphabetieally after a girl has 
separated the cards by expiration date 
and collated them in alphabetical order 
within the dates. The file clerk then 
files them alphabetically by days. 

In our specimen case, no special 
record of the subseription’s origin is 
required. If, however, it had come in 
as a result of direct mail, salesman solici- 
tation or news agency transmittal, ap- 
propriate notation and records would 
have been made. 

Each day’s cards are pulled from all 
files 30 days before expiration and 
billed for renewal on billing machines. 
Correspondence relative to  subserip- 
tions is handled on electric typewriters. 
The billing, three invoices to a_ sheet 
in septuplieate (original invoice and six 
carbons) is as follows: (1) White orig- 
inal invoice carrying the red-ink no- 
tation, “Please return this copy of in- 
voice with your remittance,” is mailed 
to the subseriber along with (2) canary 
duplicate marked “Retain this copy for 
your records.” On expiration date a 
“Second Request” is mailed, (3) pink 
and bearing the notation, “It is our 
policy to send the Wall Street Journal” 
(or Barron’s) “for a short period after 
expiration date as an accommodation 
to subscribers who do not wish deliv- 
ery interrupted pending receipt of re- 
newal.” A third request, light blue, 
with identical notation, is mailed ten 
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days later; and in another ten days a 
similarly worded bright yellow fourth 
request, followed after a third 10-day in- 
terval, with the final (6) green fifth 
request which is red-inked in the lower 
righthand corner, “SORRY! We must 
stop sending the Wall Street Journal 
unless we hear from you...” A special 
form letter goes out at the same time. 
If, after a decent interval, there is still 
no response, the definitive (7) light yel- 


low stop, which is not an invoice and 
is not sent to the subscriber, goes to 
the mailing department. 

Though the great majority of Wall 
Street Journal and Barron’s Weekly 
subscribers renew and pay promptly, 
this follow-up system with its post-ex- 
piration service has not only proven 
effective in salvaging delinquents but 
actually builds good will at a minimum 
of clerical labor. 


The daily savings in your postage bill add up 
to much more than mere“‘piggy-bank” money... 
when a Pitney-Bowes Mailing Scale stands 
guard over your postage. Precision, pendulum 
action swings the indicator quickly to a 
hair-line decision and stops . . .“*just so much 
postage, no more, no less,” it says. So you don’t 
waste postage, and your addressee doesn’t have 
to pay “postage due”’ for your deficiency, to 
your regret. The easy-to-read chart with 
wide-spaced markings saves valuable time when 
getting out the mail. Also available: 5lb. & 70Ib. 
models for Parcel Post. Ask nearest PB office mer os 


to show you or write for free booklet. —) 


FREE: Handy wall chart of Postal Rates 
for all classes of mail, with parcel 
post map and zone finder. 


= PITNEY-BOWES 


Mailing Scales 


PITNEY-BOWES, INC. 
3448 Pacific St., Stamford, Conn. 


Originators of the postage meter 
- +. Offices in 93 cities 


PB) 
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of the Office 





President Appoints Andrews 


T. Coleman An- 
drews, president of 
American Institute 
of Accountants in 
1950-51, was ap- 
pointed Commis- 
sioner of Internal 
‘Revenue by Presi- 
dent Eisenhower. 
He has been audi- 
tor of public ac- 
counts for Virginia 
and controller and director of finance of 
his home city, Richmond. 


T. Coleman Andrews 


Internal Auditors Conference 


The Institute of Internal Auditors will 
hold its 12th annual conference and 
exhibit at the Hotel Statler, Cleveland, 
May 17-19. Applications for exhibit 
space should be made to H. R. Jantz, 
Ohio Rubber Co., Ben Hur Ave., Wil- 
loughby, Ohio. 


NOMA Conference Speakers 


National Office Management Assn. an- 
nounced three speakers for its annual con- 
ference in Boston, May 24-27. These will 
be Prof. George W. Taylor, University 
of Pennsylvania, on manpower manage- 
ment for rank-and-file workers; Ray R. 
Eppert, executive vice president, Bur- 
roughs Adding Machine Co., on new 
mechanization developments; and Doug- 
las McGregor, president, Antioch Col- 
lege, on executive development. 


Central N. Y. Show 


The Syracuse Chapter of National 
Assn. of Cost Accountants will hold a 
business show in the Onondaga County 


154 


War Memorial Auditorium, Syracuse, 
May 14-15. Details from R. E. Kempter, 
300 Erie Blvd. W., Syracuse 2. 


Chemists to See Equipment 


For the first time at a national meet- 
ing the American Chemical Society, 
manufacturers of office machines and 
equipment will be invited to exhibit and 
demonstrate their products. The society’s 
Division of Chemical Literature will hold 


M. P. Doss L. C. Stork 


& Symposium on equipment for the prepa- 
ration, reproduction and utilization of 
technical information at the Palmer 
House, Chicago, during the society’s an- 
nual meeting the week of Sept. 7. The 
meeting is expected to attract over 10,- 
000 of the society’s 67,000 members. The 
reproduction symposium is _ co-chair- 
manned by M. P. Doss and L. C. Stork of 
the Texas Co. and its accompanying 
equipment show will be held Sept. 9-11. 
Information on exhibit space can be had 
from Prestige Expositjons Co., 545 Fifth 
Ave., New York 17. 


Pamphlet on Help Shortage 

Some 23,000 copies of the Federal 
Security Agency’s pamphlet, ** Training 
to Meet the Shortage of Stenographers 
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EASIER TO USE! COSTS LESS! 














TION,”’ but not more than $3,600. 











A SIMPLE “SNAP-OUT” MOTION INSTANTLY SEPARATES FORMS & CARBONS 


Original and. Duplicate Remain Attached Without Carbon. 


6 SETS TO A STRIP | 


CARBONIZED IN QUADS, 
QUINTS AND SEXTUPLETS 


Tailor-made so that Federal, 
City and State Forms can be 
prepared in one operation. 
e 5- and 6-part forms in- 
clude special copies for 
various states and cities. 


Special 5-part forms for 
New York and North 
Carolina include 1.B.M. 


Cards required for those 
states. 


WE GUARANTEE 
That our W-2 Forms will be 
acceptable by the Treasury 











Department until January 
31, 1954. If tax laws 

. 1619 WALNUT STREET 
change we will overprint 


or replace AT NO CHARGE PHILADELPHIA 3, PENNA. 


to you. . 
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Del Patton, a secretary for Clary Multiplier 

Corp., was voted Prettiest Tax Form by Inter- 

national Accountants Society school, Los 
Angeles. 


9” 


and Typists,’’ have been distributed to 
offices and schools to emphasize the im- 
portance of this kind of work and sug- 
gest ways to meet the shortage. 


Office Salary Report 


A 62-page report on 1951-52 wages and 


related benefits in 40 labor markets 
throughout the country, covering 38 of- 
fice jobs, is available from the Bureau of 


Chief engineer's 
office in the flooded 
sub-basement of the 
Equitable Building, 
New York, last month 
when a break in a 
city water main 
halted elevator serv- 
ice in the 40-story 
office building. Wide 
World Photo 
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Labor Statistics, Dept. of Labor, at 35 
cents a copy. Ask for Bulletin 1113. 


NTMS Officers 

At a meeting of 
the board of di- 
rectors of National 
Tabulating Manage- 
ment Society, Wil- 
liam H. Short, Jr., 
of Burroughs Re- 
search Division was 
elected executive 
secretary. Officers 
elected to the ex- 
ecutive committee 
were C. Stuart Collins, Penn Mutual Life 
Insurance Co. chairman; Norman M. 
Salt, De Laval Steam Turbine Co.; 
Harry E. Gottschall, Glenn L. Martin Co., 
vice-chairmen; Joseph M. Stewart, Air 
eraft Marine Products Co., secretary; 
Weston Heritage, C. Schmidt & Sons, 
treasurer. 


William H. Short Jr. 


Total of 177 Are CPS 


National Secretaries Assn. announced 
that 115 secretaries throughout the coun- 
try passed the second annual Certified 
Professional Secretary examination, mak- 
ing a total of 177 of these professional 
secretaries. The 1953 tests will be held 
Oct. 16-17. Entries close June 15. De- 
tails from Gertrude E. Birkman, P. O. 
Box 2180, Houston, Texas. 


x * hy 





Labor Saved — 50%, Errors Reduced — 75% With The New 


Ayres Payroll 


Tax Computer 


Split-Second Computation Of 
F.1.C.A. and Withholding Tax 


Why toil with dog-eared charts and reams of 
figures, when payrolls can be so simple! The 
AYRES PAYROLL TAX COMPUTER is one 
of the greatest time-saving devices offered to 
payroll clerks, auditors and bookkeepers since 
Withholding and F.I.C.A. taxes went into effect. 
A simple twist of the fingers is all that is re- 
quired to obtain accurate tax 
deductions—all on one line— 
from any wage payment to any 
employee regardless of number 
of dependents or pay period. The 
Ayres Calculator has proved it- 
self in concerns whose employees 
range from 20 to 20,000. 


10 DAYS FREE EXAMINATION 


Write today for your Ayres 
Calculator—complete with the 
drum of your choice. (Please 
specify weekly, bi-weekly, month- 
ly or semi-monthly.) Use it for 
10 days in your own office, then 
if completely satisfied send only 
$14.95. Otherwise return within 
10 days and owe nothing. Order 
now! 


APPLAUD SALES CO. Dept. OM-3, 98 Park Place, New York 7, N. Y. 


complete 





CHECK THESE FEATURES 


@ Never obsolete—if rates change, new charts easily placed. 
© Drum of your choice—for weekly, bi-weekly, monthly or semi- 
monthly payrolls. @ Gov't approved calculations. © Recom- 
mended & used by C.P.A.'s. @© Requires small space—only 9" 
long, 4°" high. © Pays for itself in 30 days. 





| DON’T BLAME: 
YOUR SECRETARY £& 


Ceencer 23,1383 
for letters like this! 
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mon sense philosophy is 
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“a Daily Preyer” printed 
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red, $9.00 per thousand; 
$0.00 per thousand. 
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Ask your 





typewriter dealer 


It takes a smooth, resilient 





Chances are the culprit is 
an old worn-out platen 
with pits and corrugations 
like this! 











B. F. GOODRICH PLATEN 
to get clear, even 
impressions and clean 


to install the new 
Shipman-Ward Goodrich 
plotens with PAGE 
END-ICATOR 








SHIPMAN-WARD MFG. CO 


* 


looking letters like this! 


* 


* 325 N. Wells Street 


* Chicago 10, Illinois 
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National Conference 
& Exhibit Calendar 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
2-5. 

Wholesale Stationers Assn., New Yorker 
Hotel New York, March 2-6. 

Southern California Business Show, Bilt- 
more Hotel, Los Angeles, March 24-27. 

Society for Advancement of Manage- 
ment, Statler Hotel, New York, April 
16-17. 

National Office Furniture Assn., Statler 
Hotel, Cleveland, April 26-29. 

Institute of Internal Auditors, 
Hotel, Cleveland, May 17-19. 

New York Stationery Show, New Yorker 
Hotel, May 17-22. 

Life Office Management Assn., spring: 
New Ocean House, Swampscott, Mass., 
May 25-26; national, Netherland Plaza 
Hotel, Cincinnati, Sept. 21-23. 

National Office Management Assn., Stat- 
ler Hotel, Boston, May 24-28. 

NRDGA, Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi- 
eago, June 1-4, 

National Assn. of Cost Accountants, Stat- 
ler Hotel, Los Angeles, June 14-19. 
National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 

June 18-20, 

National Machine Accountants Assn., 
Schroeder Hotel; Milwaukee, June 18- 
20. 

National Secretaries Assn., 
Hotel, Seattle, July 15-18. 
National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 

2-6. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16. 


Statler 


Olympic 


(Continued on next page) 
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No. 3 MULTISTAMP ‘Duplicator with Printing ‘Guide 
PRINTS LETTERS..FORMS.. 
POSTCARDS. . MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere . . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil. .snap 
it on duplicator and print—like usinga rubber- 
stamp. New pre-die-cut ““FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 











MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 





STOCK 
SIZES 


Tempered MASONITE CHAIR MATS 
We specialize in special 
sizes and special colors. 
CHAIRMASTER 
72 Park Place, Passaic, N. J. 


159 











COLOR 
Could Be The 


You know, it would simplify things 
for our typists to have the various 
weights of carbon paper come with 
different colored backs and in boxes 
of matching colors. 


Even the most inexperienced would 
quickly learn that the green-back car- 
bon makes 1 or 2 copies at a time, the 
purple-back carbon for making 2 to 4 
copies and so on. 


Yes, by gosh, I’m going to learn all 
the details about this SILVER 
EAGLE BRAND carbon paper with 
the color theme feature by writing to: 


General Otices & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 
Established 1895 





(Continued from preceding page) 
National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 
National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 
Oct. 19-22. 
National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 


Coding All Paperwork 


(Continued from page 70) 


schedule for assigning the numbers. 

Here is an imaginary example to 
demonstrate what this would mean in 
our daily operations. ‘Personnel’ is 
a function common to all businesses, al- 
though some may have another desig- 
nation for it, such as “industrial rela- 
tions.” “Employment” is one of the 
major sub-functions under “personnel.” 
Let us assume that our numbering 
scheme consists of four digits. If the 
major function of “personnel” is as- 
signed the four digit number of 1000, 
all sub-functions would be assigned with- 
in the range of 1000 to 1999. The 
number 1200 might be assigned to the 
major sub-function of “employment.” 
The forms relating to employment 
could be numbered 1200-1, 1200-2, ete. 
The procedures governing the employ- 
ment operations could be numbered 
1200.1, 1200.2. Likewise reports on 
employment could be numbered 1200 
R1, 1200 R2. A _ publication pertain- 
ing to employment could be numbered 
P-1200. And general correspondence on 
employment in the subject files could 
be filed under a designator 1200/—. 
Think of the time saved by clerks, 
supervisors and executives if they knew 
that the procedure covering the use of 
a form carried the same number as the 
form which they had in hand. 

low much easier it would be for 
new employees to learn the details of 
their jobs. Even stock clerks would 
learn who had the authority to say 
whether or not an existing form should 
be reordered, whether a revision was 
contemplated, and what quantities 
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FIRST AID FOR AILING SYSTEMS 


Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SIGNALS 
and 


MAPTACKS 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Crophotepes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 














SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co., Cambridge 40, Mass 


—— TYPEWRITERS—— 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 


Also ask about our ADDOMETER, the adding 
and subtracting machine that retails for $12.95 


WILHELM DREUSICKE ‘C0. : fee ietecche Rando aes 


RELIABLE TYPEWRITER 
tay Ld as & ADDING MACHINE CO. 
a“ : 301 W. Monroe St., Chicago 6, Ill. 
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d ‘S the Sam e HE English appreciate best erasers and every- 
Enq an thing one can do with them. Take the specific 


e un or Rai { case of the elderly English lady who used a 
in in Weldon Roberts Taper Tip Eraser as a non-skid 
>pn~r J @ ferrule on the end of her umbrella! 


Correcting Mistakes In Any Language with Wel- 
don Roberts Erasers has long been a tradition 
with Englishmen the world-over. Eraser users 
everywhere are just as smart when it comes to 
knowing Weldon Roberts world’s-best eraser 
values in quality, uniformity and dependability! 
See your dealer now for the Weldon Roberts 
Erasers best suited to your requirements. 


WELDON ROBERTS RUBBER CO. 
6th Ave. and No. 13th St., Newark 7, N. J. 


World’s Foremost Eraser Specialists 
368 TAPER TIP. For the 


countless office workers and 
students who want business- 
like, oversize red erasers right 
on the ends of their pencils! 
On attractive display cards and 
also in 1 gross boxes at your 
stationer’s, a ° ua 
Correct Mistakes in Any Languag 





AN OUTSTANDING RECORD 
IN BUSINESS MACHINE SERVICE 


or to provide exact requirements 


d construction for de- 
‘cular machine . . - rugge : 
a ge long life .. - quiet operation for office oe 
zs : — these are some of the reasons for the ot omg e “4 
a the Electric Motors in the business machine Held. 
re) 
THE LAMB ELECTRIC COMPANY 
KENT, OH! ie) 


In Canada: Lamb Electric — Divi 
Sangamo Company Ltd.— Leaside, 


Lomb Electic 


ractionat Horserower MOTORS 


A specially designed mot 


sion of 
Ontario 
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should be stocked at all times. The 
form number itself would be an indi- 
eator of the office having responsibility. 
Stock control records could be simpli- 
fied; it would no longer be necessary 
to get all of the present information 
about the controlling office. Executives 
could get a good picture of large paper- 
work areas. Better direction could be 
given methods personnel. <A coordinat- 
ed and meaningful plan for paper- 
work improvement and _ simplification 
could be launched. 

This system of assigning one _ basic 
subject number to all related paper- 
work would simplify the technical 
records of the methods staff. Many 
businesses have forms control offices. 
The better ones maintain control files. 
Those effecting the best improvements 
maintain a functional file, in addition 
to a numerical file. It has been esti- 
mated that salary costs of qualified 
forms technicians are approximately 
$195 to set up a functional file for 
one thousand forms. Annual salary 
costs for maintaining such a file have 
been estimated at $125. These figures 
do not include expenditures for supplies, 
housing equipment, and space. If form 
numbers were assigned from a subject 
classification system common to the en- 
tire plant, the numerical file would au- 
tomatically become a functional file. In- 
stead of two files, the forms control 
office would need only one file. That 
one file would be better than the pres- 
ent two files because it would definitely 
indicate the responsible branch or di- 
vision without resorting to a third ecard 
control file. This is an example of how 
savings can be realized in but one tech- 
nical area of papers, namely forms. 

In addition, the work of methods per- 
sonnel would be greatly simplified. 
Present makeready time would be re- 
duced since a uniform subject number- 
ing system would group all paperwork. 
When a study was being conducted on 
any specifie function, it would be sim- 
ple to consider all related paperwork. 
Good coordination could be obtained for 
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UNITRANS LUCENT 
A New Master Paper Developed for 
Use on Ozalid and Bruning Machines 


Here at last is a master paper that has 
everything. It will whiz through the machine 
at speeds only possible before on translu- 
cent master papers costing twice as much. 
For an all around translucent master that is 
in a class by itself, try UNITRANS LUCENT. 


Send for samples and price list today. 
THE UNITRANS COMPANY 
101 Park Avenue, New York 17, N. Y. 
MUrray Hill 5-7500 








ADDRESSING MACHINES 


STENCILS - Parts - Supplies 


AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y. 








SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
i) 

HAIDA ENGINEERING CO. 


34-11 Vernon Boulevard 
Long Island City 6, New York 





CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


SUH. 
NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 

















oe 
> 


| i} a: 


ADDING LISTING MACHINE 


HIGH EFFICIENCY TOP QUALITY 


wuUUUy 


\UMERIA 


“FULL KEYBOARD CALCULATOR 


apecy to FABBRICA ADDIZIONATRICE ITALIANA s 


VIALE UMBRIA 360 MiLAMO FTALT 





planned studies in all phases of paper- 
work by major function. Specialists 
would not be going off on tangents. 

Each business of any size has at 
least one subject classification system 
for some phase of its paperwork. Cor- 
respondence files are usually the first 
sizeable paper operation to be placed 
under a subject numbering system of 
some type. Policy and procedure man- 
uals are often issued in a_ loose-leaf 
format using a subject numbering sys- 
tem. Blueprint files, microfilm files and 
collections of technical papers many 
times are maintained under a subject 
system. Many control files are estab- 
lished on a functional (subject-number- 
ing) basis. In many businesses there 
are as many different subject systems 
employed as there are types of files 
and issuances. It takes a Philadelphia 
lawyer and an electrical tabulating 
equipment system to devise an adequate 
cross-reference so that all papers on 
one subject can be brought together for 
evaluation and improvement. 

A system which will automatically 
group all paperwork by subject is 
necessarily a long range plan: (1) 
There must be approval by top man- 
agement and whole-hearted cooperation 
of all major organizational units to the 
plan. In other words, all concerned 
must be sold that the system will make 
their paperwork easier. (2) The num- 
bering system must be thoroughly de- 
veloped after the idea is approved. This 
will require a large degree of expert- 
ness. The system devised must fit the 
business, must be flexible to allow for 
changes and must be expansible to 
provide for additions. (3) Installation 
normally will be on a gradual, economi- 
cal basis. Few businesses can afford 
a complete changeover of all paper 
areas within a week or a month. Such 
a change would tie-up so much of the 
personnel that it might impede opera- 
tions. Existing stocks of forms, records, 
manuals, ete., would be obsolete and 
reprinting costs would be excessive. 
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(4) Each phase of changeover requires 
careful planning. Perhaps there is a 
change pending in one area of paper- 
work. Some areas can be adapted on 
given target dates. Files, technical col- 
lections and record systems can be 
changed on this basis. Manuals, forms 
and publications can be changed on a 
gradual basis. Numbers can be as- 
signed from the approved subject sys- 
tem when a form procedure or publica- 


FEDERAL 


OS 


FEDERAL 


tion is revised, or reordered for stock, 
or a new one developed. 

A few businesses and government 
agencies have applied this theory and 
adopted one subject numbering system 
for more than one area of their papers. 
Although it has not been adapted to all 
paperwork operations, its limited ap- 
plication shows that it does make the 
job easier and widescale improvements 
can be made. 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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Typewriter Sales Manager 


Ralph D. Hale 
has been appointed 
typewriter division 
sales manager of 
Underwood Corp. to 
direct all sales ac- 
tivities of their 
electric and manual 
typewriters in the 
U.S., according to 
W. F. Arnold, vice 
president. Mr. Hale 
has been typewriter division manager of 
the company’s national division in Wash- 
ington, D. C. He joined Underwood in 
1934 as an apprentice typewriter service- 
man in Boston and later became an in- 
structor in the company’s general service 
school in Hartford, Conu. From there 
he was promoted to typewriter salesman 
and later served as a sales school instruc- 
tor and special representative of the 
typewriter division at the home office. In 
1949 he was transferred to Washington. 


Ralph D. Hale 


Roberts Sales Manager 


Roberts Number- 
ing Machine Co. an- 
nounced the ap- 
pointment of 
George Talbot to 
the position of 
manager. Mr. 

has been 
Roberts sev- 
years in the 
production end of 
the business. Prior 
to that he was associated with Reeves 
Instrument Co. and Sperry Gyroscope 
Co. Roberts Numbering Machine Co., a 


sales 
Talbot 
with 
eral 


George Talbot 


166 


pioneer manufacture of numbering ma- 
chines, was organized in 1889 by Thomas 
A. Edison and associates, and has been 
in continuous operation at 700 Jamaica 
Ave., Brooklyn, N. Y., since that time. 


NOFA Show Sold Out 


John R. Gray, executive director, Na- 
tional Office Furniture Assn., announced 
that all exhibit space at its 7th annual 
convention in Cleveland, April 26-29, was 
sold out the end of January. Of those 
taking space, 35 will be exhibitors who 
have never before shown at a NOFA con- 
vention. Although advance registrations 
indicate an attendance of some 2,200, 
there is room for more and dealers wish- 
ing to attend this biggest office furniture 
event should write Mr. Gray at 175 
Fifth Ave., New York 10. 


Davidson Moving to Brooklyn 


Davidson Corp., a wholly owned sub- 
sidiary of Mergenthaler Linotype Co., is 
moving its operations from Chicago to 
the plant and offices of the parent com- 
pany in Brooklyn, according to Lino- 
type’s president, Martin M. Reed. Con- 
solidation of Linotype and Davidson 
manufacturing operations will be 
pleted in June. Since Linotype’s acqui- 
sition of Davidson Corp. in 1950, several 


com- 


additions have been made to the Davidson 
line of offset duplicating and 
folding machines. During the past year, 
there was introduced the Models 241 and 
251, which take a 10” x 14” sheet, and 
the Wide 233 which can take a 14” x 17” 
sheet. The Davidson dry offset and em- 
bossing process was also perfected. Num- 
erous accessories to Davidson machines 
have been introduced and a professional 
etch was devised. Davidson sales head- 


presses 
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CHECK THESE FEATURES 


© Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped flat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 
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Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 


Inside Drawer Dimensions: 12%” x 101” 


x 24” long. 
PRICE, CARTON PRICE, 
EACH EACH 


PACKED FLAT—<6 to CARTON, Wt. 48 Ibs. 
Unit consists of four pieces, shell, drawer 
and two steel stackers. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 





OFFICE WORKERS TURN OUT 
BETTER WORK... FASTER 


on TIFFANY STANDS 





That's because Tiffany’s open 
top design practically elimi- 
nates distracting machine 
noises and vibrations. Noises 
travel through the stand, 
they don’t rebound into the 
face of the operator. “Four 
Cup” design locks machine 
firmly in place. Top adjusts 
to fit practically every type 
of office machine. 








Since Tiffany means 
increased efficiency and 
longer stand life, 
it’s management's biggest 
office machine 


stand value. 





_ TIFFANY 


S>TAND CO. 


7350 FORSYTH + ST.LOUIS 5, MO. 
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Winning agents and salesmen attended the |6th annual Quota Dinner of Standard Duplicating 

Machines Corp. at Woodland Golf Club, Auburndale, Mass. At the head table were Bert 

Victor, leading salesman; Fred Bergtold; Frank Mesmer and Mrs. Mesmer; Alan E. Bruce, 

vice president, and Mrs. Bruce; Albert W. Vanderhoof, president; Mrs. J. C. Owens and 
J. C. Owens; Earl N. Korber; Walter Pollok, second highest salesman. 


quarters will be moved to Brooklyn but 
separate sales administration offices will 
be maintained. The Davidson field sales 
force, which includes 64 domestic dis- 
tributing organizations, representatives 
in 32 foreign countries and company- 
owned branch offices in Chicago, Los An- 
geles, New York and Washington, D. C., 
will continue as an autonomous group. 


Smith-Corona International Div. 


Craig Woodruff has been named man- 
ager of the newly-formed Smith-Corona 
International Division, according to an 
announcement from E. L. Smith, presi- 
dent, L. C. Smith & Corona Typewriters 
Ine. The International Division, which 
replaces the foreign sales department, is 
responsible for the activities of sub- 
sidiaries outside the continental limits 


of the U.S., as well as for export sales. 
Mr. Woodruff, formerly associated with 
W. R. Grace & Co. and the Grace Line in 
Panama and Peru, joined Smith-Corona 
in 1944 and has been engaged in the com- 
pany’s foreign operations since 1945. 


Dencker Succeeds Ericsson 

i Elof Ericsson re- 
tired in January 
after 30 years serv- 
ice as managing di- 
rector of AB Atvi- 
dabergs Industries 
and became chair 
man of the board 
and its executive 
member. Rolf Dene- 
ker is now manag- 
ing director. Mr. 
Dencker joined the company in 1923, was 


Rolf Dencker 


Traveling salesmen of Security Steel Equipment Corp. at a recent sales conference at the 
plant in Avenel, N. J. 
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i ie je’ 
Directors of National Office Machine Dealers Assn. at their mid-winter meeting in New 
Orleans. Front: Charles Meyers, Liston Jackson, James Ward, Harold Mann, Jack Weiner, 
Edward Pfitzenmaier, Vito Randazzo, Al Fincher, Irving Ritchie, Russell Brewington, Clarence 
Bush, Lee Osmon. Rear: William Woods, Irwin Vincent, Harvey Miner; J. O. Waedekin, Ed 
McHale, Harry Van Zant, C. W. McLane, Al Foxcroft, Ivan Fifield, Al Connolly, Lloyd Reedy, 
W. AA. Jonnston, Roy Malone, Charles Chappell, Herbert Toussaint, Harold Steinke, Robert 
Randazzo, D. L. Keeney Jr. Jack Macon was not in photo. 


in charge of the British subsidiary com- 
pany from 1924 to 1931 and later held 
the posts of sales manager of the parent 
company and sales director. He was 
vice managing director since 1945. The 
firm is one of Europe’s leading producers 
of calculators, adding machines, type- 
writers, spirit duplicators and office 
furniture. 


Export Advertising 


The Jan. 21 meeting of American Office 
Supply Exporters Assn. featured Dan 
Kaufherr, Irwin Valdimir Co., specialists 
in export advertising. Mr. Kaufherr dis- 
cussed the variations in foreign markets, 
the long term value of developing over- 


seas business and the importance of sell- 
ing top management on the wisdom of ex- 
port advertising. 


CCC Mailroom Manager 


Robert A. Dohl was named manager of 
Commercial Controls Corp., Mailroom 
Equipment Division, according to L. 
Seott Cass vice president and general 
sales manager. The establishment of a 
separate Mailroom Equipment Division 
reflects the increased sales activity of 
1952 and provides for expanded sales and 
promotion programs for 1953. This is one 
of five Commercial Controls sales cate- 
gories: Flexowriter, Justowriter, Ticketo- 


The four A. B. Dick Co. regional sales managers in front are: W. J. Areatreng, J. P. Driscoll, 


E. P. Jordan Jr., J. R. Enright. New district sales managers (rear) 


are: Darwin P. Acheson, 


Bob A. Wilson, John Sleer, Merle Williams, William H. Bushing, Vincent P. Lynch, Ray B. Allen. 


170 
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Even your 
office boy 
can be a 


calculating —_ 


champion 


pattie on aFacit! 


The Facit calculator is of an entirely new type, versatile in all kinds of 
office work. Thanks to its easy-to-learn 10-key system, anyone car 
operate it in a few minutes. Besides, the Facit is so 

small and light— not much bigger 

than a telephone — that it’s easy 

to bring it with you wherever 

you need it most. 

The Facit is rustproof, 

dustproof and foolproof... 

and you can calculate 

with one hand and write 

with the other 





AKTIEBOLAGET World's most exported calculator. 


ATVIDABERGS Made in Sweden 
INDUSTRIER 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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of Cash Control 

and Recording 
Over-The-Counter 
Sales! : 


NDIANA 


‘CASH REGISTER 


Here is the ideai Autographic CASH REGISTER for 
any business that does cash or over-the-counter mer- 
chandising. 


Every sale or payment on account recorded quickly 
and accurately, Sales figures by commodities or 
departments kept easily. Paper roll on which entries 
are recorded moves automatically upon pulling the 
hand lever, the Cash Drawer glides open and a 
warning gong sounds. All records and figures 
available at end of the day for checking. 


DEALERS: Add the INDIANA to your line—you'll 
find it profitable. Write. 


VLAN 


SHELBYVILLE 


CASH 
DRAWER CO. 


INDIANA 





| graph, Mather Coupon Ticket and Mail- 


room Equipment. Mr. Dohl was general 
service manager since 1940. Previously 
connected with the former National Pos- 
tal Meter Co., he ran the gamut from 
assembler to manager and since 1946 has 
traveled extensively among Commercial 
Controls 80-odd outlets as a specialist in 
mail handling requirements. 


Lee Kollie Joins E-Z Sort 


Lee F. Kollie has 
resigned from Lee 
F. Kollie dAs- 
sociates, Chicago, to 
become general 
sales manager of 
E-Z Sort Systems, 
Ltd., San Francisco. 
Mr. Kollie had rep- 
resented E-Z Sort 
Systems in 14 mid- p 
i states. His aoe oor 
former associates will continue their 
operations under the Lee F. Kollie name. 
Mr. Kollie’s experience with E-Z Sort 
Systems will now greatly benefit their 
sales expansion program which he will 
direct. 


For Victor Sales Research 


R. J. Ross-Evanson has joined the sales 
division of the Victor Adding Machine 


The 5-millionth Royal Standard Typewriter, an 
HH model, is inspected by A. T. Roberts, as- 
sembly supervisor; E. J. Cichowitz, chief in- 
spector, and Carl McKelvy, factory manager, 
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Remington Rand's 

new branch office on 

Wilshire Blvd., Los 

Angeles, which is 

managed by T. J. 

Norton, vice presi- 
dent. 


Co. as a special assistant in sales and 
research. A. F. Bakewell, vice president 
and general sales manager, said Mr. Ross- 
Evanson will do liaison work between 
the sales and research divisions. He will 
make surveys and tests for new products 
and study the need for new machine ap- 
plications and uses, 


Homer Smith with Ditto 

Homer B. Smith has been appointed 
sales education director of Ditto, Ine. 
In this newly created position, he will be 
responsible for the preparation of sales 
educational material for Ditto’s own 
sales force, Ditto dealers throughout the 
country, and the school field. Mr. Smith 








$ 1 ibe 
F.O.B. 
N.Y. 
Tubes. 


FOUR WEEK MONEY-BACK 
GUARANTEE 


TAUBER PLASTICS, Inc. 


200-0 HUDSON ST., NEW YORK 13, N. Y. 


BIND YOUR OWN 


SHEETS or BOOKLETS 
with the NEW improved 
TAUBER-TUBE PLASTIC BINDING KIT 


Plastic bind any typed or printed 
reports, presentations and photo- 
graphs in seconds. Bind right at 
your own desk at practically no 
cost. 


The Tauber Plastic Binding 
Kit consists of a beautiful 
punching machine and over 
150 colorful Tauber Plastic 


TAUBER-TUBE 


al 


PERMANENT 
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PROBLEMS 


3 PHONE ‘sowves — 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


| comes to 
| ground in office management, school and 
| office 


versity. 
| the National Stationery & Office Equip- 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY * BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 











EX PORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 


NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.”’ Telephone: REctor 2-6580 











PRINT-O-MATICS “PERFECT PAIR” 


WORLD'S FINEST 
FULL-SIZED 


DUPLICATOR 
ender 60.00 


MODEL 4-A 


ANION 


Fast—Accurate—Ffficient once 
Handles Post-Card to Legal Size ’ “ ia 
“Twin-Poakt 
Write for Complete Catalog of Du- T 
plicating Equipment and Supplies STENCILS 


PRINT-O-MATIC CO., INC. + Merchandise Mart - Chicago 54, lilinois 


Ditto with a seasoned back- 


equipment dealer problems. He 
spent several years teaching office prac- 


| tice and journalistic subjects in schools 
| throughout 


Indiana, and was instructor 
in business education at Indiana Uni- 
He was education director for 
ment Assn. where he developed their 
present sales training courses for dealers. 


Addo-Roneo Expands 

N. Gosta Arnheim, sales manager of 
Roneo Duplicators, a division of Addo 
Machine Co., exelusive distributors for 
Addo-X Adding Machines, Roneo Mimeo 
Machines and Multo Caleulators, an- 
nounced that due _ to sales 
volume and a greatly enlarged distribu- 


increased 


tion set-up, larger quarters are required. 


Consequently, they are taking over the 


| entire fourth floor at their present loca- 
tion, 145 West 
| better service their customers. 


57th St., New York, to 


Burroughs Dealer Machines 


Burroughs Adding Machine Co. has ex- 
panded its line of products available for 


| sale through retail dealers to include the 


L. C. Stowell (left), 
Corp., was interviewed by Marshall McNeil on 
Dumont's TV program, "Meet the Boss.” 


president, Underwood 
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BLANKET 


for Multilith Machines 


Sure, and it’s the only blanket of its 
kind in the world! Gives you better 
coverage, smoother, crisper repro- 
duction and far more mileage 

than any other blanket you’ve 
ever used on your multilith 
machine. As a matter of fact, 

finer reproduction is absolutely 
guaranteed, greater satis- 

faction or your money 

back. Go ahead—try it 

and you'll see for yourself. 


RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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Save Time, Money 
with NEW 


Cee hike 
OFFSET 
PLATEMAKER 


“t 


MODEL 1116 


The only method that guarantees 
clear, sharp halftone dots. Vaculite 
eliminates “muddy”, weak halftone 
plates ... saves time, money and 
material. 

Light-proof frame utilizes black- 
light tubes for “burning-in” any sen- 
sitized or coated plate (up to 11 x 
16”). For Multilith, Davidson, 
Webendorfer or Harris presses. Model 
1722 available for larger plates. 


Also Serves as an Opaquing Table 


SEE YOUR DAVIDSON DISTRIBUTOR 
or Write for Literature! 


PRINTING DEVICES, Inc. 
1707 N. 25th Ave., Melrose Pk., Ill. 


ee ee 2 2 
“Saue “/ime wtth 


| Pm (te- Line” 


¥ 
5 
€ 
& 
* 
, 
a 
' 
s 
6 
& 
‘ 
x 
& 
a 
e 
¥ 
e 
£ 
& 
& 
& 
8 
é 
& 


THE MODERN COPYHOLDER 


RITE-LINE CORP. rhe el i Ww. 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


© 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y. 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 


large stencil embossing dept. 
gives fast, accurate service. 


REBUILT ELLIOTTS 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
writers. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 


Dept. 25-0, 40 W. 15th St., N. Y. 11, N.Y. 





MAILERS' EQUIPMENT CO. 


176 
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popular two-total, itemizing cash regis- 


tering machine (Model 10 08 265) and 
wide carriages for 11 models of adding 


machines, according to Willis E. Morgan, 


general sales manager. A split-keyboard { 
itemizing cash registering machine his T! 
(Model 10 10 252) and wide cash \ 

drawers or optional arrangements of ° 

drawer tills for cash-registering machines 

will also be immediately available from 

Burroughs retail dealer organization, to 

supplement the 15 models of adding and 

cash registering machines released for 

sale through dealers last July. : 


$29.95 


40 Years with Graffco COMPLETE WITH 


Charlie Lipman SUPPLY KIT 
has begun his 41st 
year with George 
B. Graff Co. where 
he has been vice 
president for the 
last seven years. He 
began with Mr. Graff 
in 1912 as office boy 
and it was not long 
before his natural 


harl i eae 
ay ee sales ability took 


him on the road. His first major order 
came from Alexander Hamilton Institute. 


Mr. Lipman’s contributions to the busi- HART T.¢C.L.* PRINTER 


ness are many, the most recent an at- 
tractive, scientific sales display panel re soma 
which has proved useful to dealers and Tags, Cards, Labels 


-onsumers, @ NO INK, NO TYPE @ FRONT STOP 

@ NO STENCILS REGISTRATION 
@ NO GELATIN @ RUN CARDS OR 
@ AUTOMATIC FEED jayty hag TO 


At Remington Rand eae 


A. N. Seares, vice president-director, 
general sales-services, Remington Rand 
Ine., announced the appointment of 
Harold S. Searth to the staff of the In- 
dustrial Accounts Records Dept. 

M. H. Simmonds, administrative sales 
manager, announced the following ap- 
pointments: Thomas F. Fawley Jr. is mimeographs 
sales manager of the Methods Dept. for YOUR DEALER : : 
retail, wholesale and distributors. Wil- HAS IT and supplies 
liam F, Pugh is sales manager of manual OR WRITE: 
accounting devices. Thomas G. Povey is HART MANUFACTURING CO 
assistant sales manager of the Vertical ST. PAUL 4, MINN 
Dept. Curtis B. Shugart is assistant in 
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the Visible Records Dept. Joe Crabtree is 
I manager of the Industrial Accounts 
bh Records Dept. 








Warren Hoagland Retires 


as 

e 
YOUR CUSTOMERS will be Warren L. Hoagland, vice president 
and director of L. C. Smith & Corona 
MORE IMPRESSED! Typewriters Inc., retired Jan. 31 after 
og 48 years in the industry. He gained his 
first experience in 1905 when he joined 
Universal Adding Machine Co., St. Louis, 
as secretary and assistant manager. He 
remained with them until 1911 when he 
was appointed manager of the foreign 
department of Burroughs Adding Ma- 
chine Co. In 1924 he resigned to become 
Chief of the Specialties Division of the 
Bureau of Foreign & Domestic Com- 
merce in Washington. In 1925 Mr. Hoag- 
land was appointed foreign sales manager 


by documents, papers nite for Smith-Corona and was elected vice 


president in charge of foreign sales in 

t 1931. He was named a director in 1951. 
checks protec ed by Before he left his associates presented 
him with some fishing tackle which he 


Sch leg al oo ur L L expects to use in Florida. 


Monroe Reduces Prices 


FASTENERS Monroe Calculating Machine Co. an- 


nounced price reductions in some models 
Sutcessor to the rubber band 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 

.. look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 


Strong ... durable... quickly, fully 
adjustable . . . flat cloth tape... 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 





S hI | Eric Wahlquist, president, Sweda Cash Regis- 
C ege COMPANY | ter, Inc., presented the Sweda Dealer of the 

Year Award to Gerald Spencer of National 
392 N. Goodman St., Rochester 7, N. Y. | Service Supply Co., Detroit. 


MANUFACTURING 
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Exporters 





| Manufacturers 


DON’T OVERLOOK THIS GROWING 
MARKET FOR OFFICE SUPPLY AND 
\ EQUIPMENT SALES... 








MONEY TALKS! Look at these statistics for only 

one month’s exports. Then give serious thought to 

your own overseas trade. 

United States manufacturers during last October (latest figures available) 
exported: 


$24,102 of new standard typewriters to Chile Send now for more 
$17,101 of metal office desks and tables to Cuba detailed information 
$14,003 of carbon paper to Venezuela on circulation, ad- 
$13,202 of check handling machines to Colombia vertising rates and 
$14,811 of adding machines to Nicaragua a copy of the last 
$27,557 of miscellaneous office supplies to Mexico issue. 


These figures are random samples. Annually the entire Latin American con- 
tinent will absorb a very impressive volume of your products. There are 19 
countries in Latin America where all the office equipment and stationery 
importers, distributors, dealers and larger users receive La OFICINA. They 
keep it, refer to it as a guide and reference all year long. 

The need for all office products in Latin America is increasing steadily as 
business and industry develop. Tell these prospects and customers about 
your products in the 1953 La OFICINA. Its advertising rates are low—its 
coverage is complete. Your advertising in La OFICINA is basic to establish- 
ing and building a profitable Latin American trade. Forms close this month. 


Tue Orrice—March, 1953 





A LS 
COTTERMAN TUBULAR 


WELDED STEEL 


t 
the floor and prevent rolling. 
Made in ; heights—2 widths. 
Send for oo 52-0 and 


co ERMAN, Mfr. 
"Bs N. Ravenswood Ave. 
Chicago 40, III. 








Increase Your PROFITS 


We have specialized equipment for produc- 
ing, economically and quickly, small and 
medium quantities of carbon interleaved 
forms, all types of statements with carbon 
attached, and voucher checks. 

Very fast delivery as we run two shifts. 
Soid only through distributors, stationers 
and printers. 

Write on your letterhead for new 20-page 
simplified price catalog to: 


Modern Business Forms Mfg. Co. 


308 E. 8th, Cincinnati 2 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
Empecial 


co. 


DESK 
Evansville, tndiana 











“FREE DESION 
FREE PROOFS 


Dewberry Engraving CO. 


STREET - BIRMINGHAM 5, ALABAMA 








for dealers and company salesmen last 
month. A $50.50 drop in the price of 
the LA 5-160 Monroe adds an advantage 
to that popular, compact calculator. 
Downward price adjustments were also 
made on other calculators in Monroe’s L 
line and on two adding machine models. 


Germans to Visit U.S. 


A group of some 20 management and 
engineering executives from German 
manufacturers of office machines are 
scheduled to visit the U.S. this month to 
study American office equipment market- 
ing and manufacturing methods. Sched- 
uled to arrive in New York on March 9, 
the party will spend two weeks in the 


ee 


Clark & Gibby Renovated 


Clark & Gibby, Inc., office furniture 
dealers, will hold open house March 19 
to show off their newly renovated show- 
rooms and warehouse at 20 East 41st 
St., New York. Wright B. Haff, sales- 
man with the firm since its founding 45 
years ago, and six 25-year employees will 
be honored. The new facilities will 
allow unique display of traditional and 
modern functional furnishings. 


Royal Factory Manager 


Fortune Peter Ryan, president, Royal 
Typewriter Co., announced appointment 
of Carl McKelvy, assistant to the presi- 
dent, as factory manager. Mr. McKelvy 
will assume the management of the com- 
pany’s Hartford plants from Henry Hart, 
vice president, who is on leave of absence. 


Todd Appointments 


Appointment of two divisional sales 
managers, five zone office managers and 
two assistant zone managers of Todd, Co., 
was announced by Gilbert J. Owen, vice 
president in charge of sales. Manager of 
the new New England Division, compris- 
ing the Albany, Hartford, Boston, Mon- 


Tue Orrice—March, 1953 





““Paper Punches Every Office Needs!”’ 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 





CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 
punch for indi- 
viduals, home, 
office and industry. Light pressure of thumb 
punches clean 4” hole instantly in paper, light 
cardboard, etc. Ideal for punching tickets, tags, 


restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \" 
hole, 4%" from binding edge. 


MODEL 3..Punches 3 holes 
\{" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844" sheets. 


| PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 





THE EASY way 
TO DESTROY 
OLD PAPERS . 


Wir 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 
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PAYCHECK ‘‘Outlook”’ ENVELOPES | 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘‘Outlook'’ Envelopes are absolutely 
opaque; essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
presse personnel relations. 

end us check you now use and we will submit 


sample Paycheck ‘‘Outlook'’ Envelope and orices 


based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
W Wash ' B b y 











‘AVAILABLE AGAIN! 





ww 


Mail Order Today 


| ts 
LCL L SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 














PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 











i i tiles iit. 


The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 

future use. 
Capacity 50 stencils 
Capacity 100 stencils 


TECHNYGRAPH CO.,Techny, IIL. 
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TRY IT for a year and see if it doesn’t save 


| you time and trouble looking for past ar- 


ticles and products. Save your copies of 
THE OFFICE by keeping them in attractive, 


| handy binders. Two binders hold the entire 
| year’s issues with the complete index in the 
| last copy (June and December) in each 
| binder. Send $3 for your set of two binders 


(not sold singly) to Office Publications Co., 
270 Madison Ave., New York 16. 
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treal and Rochester zones, is Harry J. 
Reynolds Jr., who will continue as Al- 
bany zone manager. Manager of the 
new East Central Division, composed of 
the Detroit, Cleveland, Cincinnati, To- 
ronto and Buffalo zones, with head- 
quarters in Detroit, is William N. Young 
who continues as manager of the De- 
troit office. As an aide to Mr. Young, 
Leonard Lovell was appointed assistant 
manager of the Detroit office. Manager 
of the Minneapolis office is Edward P. 
Connell. J. Lawrence Lafferty is manager 
of the Chicago office. Manager of the 
Milwaukee office is Henry C. Bollman Jr. 
Succeeding him as manager of the Buf- 
falo office is Myles P. O’Malley. Manager 
of the Indianapolis office is William 
Pringle. In the Los Angeles offices, Hugh 
Hain was appointed assistant manager. 


Ozalid Wins Award 


Fred Frantz, chief engineer for the 
Ozalid Div., General Aniline & Film 
Corp., received an award for his design- 
ing the Ozamatie, as an outstanding piece 
of electronic equipment. Lewis P. Nay- 
lor, general sales manager of Ozalid, 
presented the plaque to Mr. Frantz as it 
was the Ozalid sales department that 
foresaw the possibilities of such a ma- 
chine. 


Visirecord in Detroit 


Constant Cavallo has been appointed 
exclusive distributor of Visirecord prod- 
ucts in the Detroit area. In 22 years of 
active sales work, ten were with Stand- 
ard Register Co. as special account 
representative and sales trainer, and five 
doing similar work for Ford Motor Co. 


and Chrysler Corp. He now assumes | 


responsibilities as systems adviser and 
analyst for Visirecord, Inc., in Detroit. 


Thermo-Fax in Chicago 


George Hamill Jr. was appointed vice 


president and sales manager of Sauers 
Engineering Corp., 79 W. Monroe St., 
Chicago 3, distributor of Thermo-Fax 
duplicators and supplies. 
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INKED RIBBONS 


For TYPEWRITERS 
TABULATING MACHINES 
ADDRESSOGRAPHS 

TIME STAMPS 
BOOKKEEPING MACHINES 
ADDING MACHINES 


FINE CARBON PAPERS 
HECTOGRAPH SUPPLIES 


Cw — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 





eADVIERTISERS » 





Acco _ retest, Inc. 

Ace Hose & Rubber Co. . 1 
Acme Adding Machine Service & Sales Corp. 148 
Addo Mechine Co. 146, | 
Addressing Machine Co. of Calif. 
Adjusto-Swing Office Machine Stands oe. rds 
Allen Business Machines, Inc., R. C... 

Allied Carbon & Ribbon Mfg. Corp, 

Alpa Plastic Arts Ltd. ... 

Amberg File & Index Co. 

American Addressing Machine Corp. 
American Carbon Paper Mfg. Co. 

Applaud Sales Co. 

Autocopy, Inc. 


Bankers Box Co. 

Barrett Adding Machine Division 
Bates Mfg. Co. 

Bircher 

Boorum & Pease Co. 

Borroughs Mfg 

Box 35 

Brand Names o mes 
Bruning Co., Cha 

Burroughs Adding. “Machine Co. 


Can-Pro Corp. 

Chairmaster 

Clarin Mfg. Co. 

Clary Mulfiplier Corp. 

Codo Mfg. Corp. 

Cole Stee! Equipment Co. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. Co. 
comeetcated Office Supply Co. ‘ 
Cotterman 

Coxhead “hy ES ec ncnscavanaeaas 
Cramer Posture Chair Co. 


Dehn Jr., |. A. 
Dennison Mfg. Co. 
Denominator Co. 
Dewberry — Co. 
Dick Co., A. 3 
OE MEE See Cea ee Cover or 
Dreusicke & Co., K. G., Wilhelm 161 


Eagle Pencil Co. 

Eastern Corp. 

Econo-Pak Register Co. 

Elliott napewne Machine Co. 
Esleeck ~ *, 

Evans Specialty Co. 

€-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co.. A. W 
Faber Pencil Co., Eberhard 
Facit, Inc. 
Fedders- 

monty 
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General Photo Products Co. 
Gibian, Richard 

Graff Co., George B. 
Gray- Audograph 


Haida Engineering CMs a cuyncdapamdchedlcciceas 
Hammermill caper NEES 8 Oe a ae os 
Hano ~ Philip 

ore Co. Milo 

Harris eybold Co. 

Hart Mfg. Co. 

Hush-A-Phone Corp. 

Hygienic Dental Mfg. Co. 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 


Karl Mfg. Co. 
Kee Lox _ . PR rr rere rrr 
Kline Co., 


Lamb Electric Co. 

Lanston Monotype Machine Co. 
LeFebure Corp. 

Litho Engineering & Research 
Lumirol Corp. 


Mailers gay Co. 
Manifold Supplies Co. 
Marchant Calculators, Inc. 
McBee Co. 

Minnesota Mining & Mfg. Co. 
Modern Business Forms Mfg. Co. 
Moller Products Corp. 

Monroe anaes Machine Co. 
Moore, Inc., P. 

Mosler Safe Co. 

Multistamp Co. 


National Business Show 
National Cash Register Co. 
National Litho Forms Co. 
National Office Furniture Assn. 
National Vulcanized Fibre Co. 
Nekoosa-Edwards Paper Co. 
New England Paper Punch Co. 
Norta Distributing Co. 
Northwest Metal Products Co. 


Office Products, Inc. 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 

Oxford Filing Supply Co. 

a Division of General Aniline & 
m 
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Paraliner Co. 

Parsons Paper 

Peerless im 

Pettersen Mfg. Co. 
Pitney-Bowes, Inc 

Pius Computing Machines, Inc. 
Plymouth Rubber 3 
Potomac Products Corp. 
Precise Carbon Forms 
Printing Devices, Inc. 
Print-O-Matic Co. 


Queen Ribbon & Carbon Co, ..............4.- 


Rapid Roller Co. 

Regal Typewriter Co. 

Reliable Typewriter . Adding Machine “.. 
Remington Rand | 

Rex-O-Graph, Inc. 

Rex-Rotary Distributing Corp. 

Rising Paper C 

Rite-Line Corp. 

Roberts haseitertan Machine Co. 

Roberts Rubber Co., Weldon 
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Rol-Dex Division 

Rose Ribbon & Carbon Mfg. Co. 
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Safeguard Con. or 

Sanford Saies 

Schle gel Mfg. 

Selpaianer, 

Scott-Rice C 

Security Steel” Equipment Corp. 
Sengbush Self-Closing Inkstand Co. 
Shipman-Ward Mfg. 4 


Shredmaster Corp. 

S-K Forms 

Smead Mfg. Co. 

Smith & Corona Typewriters Inc., L. C 
SoundScriber Corp. 
Speed-O-Print Corp. 
Standard rocom wg 
Standard Manifold 
Staplex Se. 

Storms Co., 

Strohmeyer & sy han Co. 
Sturgis Posture Chair Co. 





Tauber Plastics, Inc. 

Technygraph Co. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Todd Co. 

Tubular Specialty Mf 

Typewriter Sundries 0. Ltd. 
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Unitrans Co. 163 
U.S. Typewriter Ribbon Mfg. Co. 

Universal Cash Registers 


Vanguard ~ 

Vari-Typer, T' 

Victor hing Machine Co. 
Vogel-Peterson Co 


Wassell Organization 

Watson Mfg. Co. 

Wausau Paper Mills Co. 
Weber Addressin feces Co. 
Webster Co., F 

Worden Co. 








AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
revents offsetting. Non-in- 
lon to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet. 


AUTOCOPY, INCORPORATED 


12150 South Peorla St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 
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% ADJUSTO-SWING fits most desks, wood or 
metal. Easily attached. 

* Adjustable to proper height. 

*% Converts flat top to Steno desks. 

% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detrolt 26, Mich. 
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Elementary 
Education 
HE progress in electronic 
brains or, more accurately, 
automatic computing machines 
has begun to climb out of the 
technical, secluded stage and pene- 
trate somewhat vaguely into general 
business circles. Appreciation of its 
significance and potential applica- 
tions are spreading throughout office 
management circles beyond the 


handful of giant offices where first 
experimental applications have been 


eonducted. There is quite possibly 
another vast industry developing. 
The need now is for greater dif- 
fusion of knowledge among those 
who will be using the equipment and 
seeking the information made avail- 
able by these impressive new man- 
agement aids. Some form of basic or 
simplified explanation of computing 
fundamentals should be made avail- 
able by the universities, wherever 
possible, and in particular where a 
‘*brain’’ is available. There is an 
oceasional custom-tailored course of- 
fered, but it pre-supposes integral 
calculus and other advanced mathe- 
maties. It is vitally important that 
intelligent but non-technical super- 
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visors and executives in business and 
government offices, whose mathe- 
matical training frequently ended 
with plane geometry, have the op- 
portunity to aequire a working 
familiarity with the elements of 
computing. They ean then grow 
with the industry and prepare for 
its orderly introduction into busi- 
ness. 

A spreading of the knowledge re- 
sulting from this procedure would 
undoubtedly speed the constructive 
application of these machines to gen- 
eral office use. For instanee, when 
emphasis starts to be placed on of- 
fice application, it should not be long 
before automatic computing machin- 
ery can be connected to timeclocks 
generally and to cash registers in 
department stores, as practical sys- 
tems examples. The prominent use 
of two of these machines on tele- 
vision, to tabulate and forecast last 
November’s election results, hints at 
the variety of uses where these 
rapid-data units may be employed. 
It is now common knowledge that 
the machines were more correct than 
their human operators in prophesy- 
ing the results based on an early in- 
put of trends in previous elections. 

*art of the present difficulties are 
due to the scientific technicians’ lack 
of understanding business office 
problems. Business offices will even- 
tually become one of the greatest 
users of these machines. Progress 
has been rapid the past two years. 
It is essential that we start some 
general education on this subject 
which should return rather surpris- 
ing dividends. 
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up the entire operation. Stop 
all that! Cut costs, speed rou- 


‘tines, please customers. get it 


done quicker, and right the first 
time! 


The DITTO® idea is ex- 


_ Plained at the left. It adapts to 


any company’s present routines. 
Mail the coupon, get the Idea 


Folder on Order-Billing and 


: other DITTO One-Writing 
error-free speed-systems! 





Now! ..-luse the 
Mot hance, 


All Electric Typewriter 
ever built 





Try this 


» fast-writing, 
UNDERWOOD ALL ELECTRIC! 
Most Advanced Design and Style more 





beautiful than ever ... perfect in every way! 


Most Advanced Margin Set electrically ... 
from the keyboard. What a convenience! 


Most Advanced Keyboard .. . scientifically 
designed to minimize finger reach! 


Most Advanced Key Tops. ..new...Finger- 
ite...for comfort, speed, and smooth, scciandicnttle 

touch! 

Most Advanced Functional Keys. .color- 

controlled ... for ease and accuracy. A big advan- 

tage! 

Most Advanced Scales and Indicator. . . for 

instant paper centering, heading centering and 

carriage positioning. 














Underwood 4/Zécnc Typewriter - - 








Andit’smorebeautifulthanever ! 
Yes, Underwood leads again! 
Leads in all the basic features that 
encourage accuracy and ease 
of typing! ds in bringing you 
the Most Advanced All Electric 
Typewriter ever built! 

Get a demonstration from your 
local Underwood representative 
...and see for yourself! 


: Underwood Corporation 


Lager . —_ ys a Account- 


One Pork Avenue New York 16, N. Y. 





made by the Typewriter 
’ Leader of the World 








